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1. INTRODUCTION

1.1 Overview

Cohort Default Rates

The U.S. Department of Education (the Department) calculates “cohort default rates” for schools
that participate in the Federal Family Education Loan (FFEL) Program and the William D. Ford
Federal Direct Loan (Direct Loan) Program. This cohort default rate forms an important basis
for a school’s eligibility to continue participating in the federal student aid programs.

The Department releases cohort default rates twice each year: draft cohort default rates in
February and official cohort default rates in September. After receiving their cohort default rates
from the Department, schools have an opportunity to challenge their draft cohort default rates
and/or appeal their official cohort default rates, based on a number of circumstances.

There are ten types of challenge/appeal processes. Each of these processes involves the
exchange of information between the Department and the school that invokes its right to
challenge/appeal. Additionally, data managers must in some cases respond to the school’s
request and/or provide supporting evidence for or against the school’s challenge/appeal.

Purpose of the eCDR Appeals Application
The Electronic Cohort Default Rate Appeals (eCDR Appeals) system is a Web-based application

that facilitates the exchange of information between parties for three of the challenge/appeal
processes:

e Incorrect Data Challenge (IDC)
e Uncorrected Data Adjustments (UDA)
e New Data Adjustments (NDA)

The eCDR Appeals application allows schools to submit these challenges and appeals during the
cohort default rate appeal cycle. The application tracks the entire life cycle of each
challenge/appeal case from submission to final decision.

Using eCDR Appeals helps cut down on paperwork and speeds up the appeal or challenge
process. It also allows for greater protection of personally identifiable information.

Who Uses eCDR Appeals
Three types of organizations use the eCDR Appeals system:

e Schools: Institutions that participate in the FFEL and/or Direct Loan programs

e Data Managers: Any one of these organizations: the Direct Loan Servicer, guaranty
agency, or Federal Student Aid Default Prevention and Management

e DPM: Default Prevention and Management (DPM), an office within Federal Student Aid

Throughout this guide, we will use these three terms when referring to organizations.
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1.2 User Guide Structure
Please read this introductory section before you decide whether you want to:

e Browse this guide online whenever you have questions
e Download it in whole or in part to consult on your local computer
e Print certain key chapters or sections

Purpose and Scope of the NDA User Guide

The eCDR Appeals NDA User Guide is designed to guide you (whether you are a school user,
data manager, or DPM personnel) through the online, paper-less NDA process used in the eCDR
Appeals system. It assumes a basic knowledge of cohort default rates and associated processes.
From a technical perspective, this guide also assumes you are familiar with using a computer and
web browser to view and interact with web sites.

The eCDR Appeals NDA User Guide complements the Cohort Default Rate Guide. In the event
of any discrepancy between this user guide and the Cohort Default Rate Guide, the Cohort
Default Rate Guide is the authoritative source for regulatory considerations and constraints.

The Cohort Default Rate Guide is available online at:
http://www.ifap.ed.qgov/DefaultManagement/finalcdrg.html

NDA Workflow

Processing a NDA from beginning to end takes multiple steps. At each step, a different
individual or organization must take one or more actions. We will refer to this logical
progression of steps and actions as the “NDA Workflow.” As we will see later, the School, the
Data Managers and DPM go back and forth throughout the NDA Workflow to carry out their
respective parts of the process.

This NDA User Guide is structured in direct correlation to the NDA Workflow. As a result,
considered in its entirety, the NDA User Guide addresses all functionality eCDR Appeals has to
offer all system users, in the order in which activities are most likely to occur based on the NDA
Workflow.

Since each type of user will effectively need to carry out only a limited number of activities
throughout the NDA Workflow, we have modularized the NDA User Guide in such a way that
you can easily download or consult only those sections that pertain to you, based on your user

type.

Beyond Chapters 1 and 2, we recommend you focus directly on those chapters and sections of
the NDA User Guide that discuss the actions you must take in the system. The rest of the NDA
User Guide should remain a reference for you to understand the entire electronic NDA process.

Miscellaneous Functions

The NDA User Guide also includes chapters and sections that pertain to obtaining eCDR
Appeals access credentials (i.e., a user account), the printing of reports, maintenance of
organizational profile and contact information, and other miscellaneous functions not directly
related to the NDA Workflow.
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Must-Read Information

Please refer to those Must-Read sections of this chapter that pertain to you for further details.
The Must-Read sections provide useful and vital information.

1.3 NDA Workflow Phases

Table 1-1 outlines the phases necessary to participate in eCDR Appeals and complete the NDA
Workflow. The organizational actors (School, Data Manager, and DPM) involved in each step

are listed.
MAJOR ACTIVITY or ORGANIZATION NDA USER
NDA WORKFLOW PHASE RESPONSIBLE GUIDE
Destination Point Administrators (DPAs) for Schools | Data Manager Refer to the
and Data Managers get eCDR Appeals access and School eCDR Appeals
credentials through Security Architecture (SA). Registration and
User Account
Guide
Non-DPA users for Schools and Data Managers Data Manager Refer to the
obtain eCDR Appeals access credentials through and School eCDR Appeals
Security Architecture. Registration and
User Account
Guide
Federal Student Aid DPM establishes the DPM Chapter 3 -
organization profile and basic contact information. “DPM: Create or
Verify Profile”
DPM loads the Loan Record Detail Report (LRDR) if | DPM Chapter 4 —

needed (the necessary LRDR files may already have
been loaded).

“DPM: Generate
Requests and
Load LRDR”

At the beginning of each CDR cycle, at least one user
within each Data Manager organization must access
eCDR Appeals to establish organization profile and
basic contact information.

Data Manager

Chapter 5 — “Data
Manager: Create
or Verify Profile”

A School that decides to submit an NDA enters the School Chapter 6 —
system to initiate the NDA process by establishing “School: Create
the School’s profile and contact information, and or Verify Profile”
creating the NDA case file.
The School prepares the details of its NDA case then | School Chapter 7 -
submits it for Data Manager review. “School: Prepare
and Submit
NDA”
Version 2.0.1 8 9/16/2008
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MAJOR ACTIVITY or
NDA WORKFLOW PHASE

ORGANIZATION
RESPONSIBLE

Introduction

NDA USER
GUIDE

Data Managers conduct their review of the school’s
allegations that pertain to them.

Data Manager

Chapter 8 — “Data
Manager: Review
NDA”

Data Manager may want more information on a given
adjustment requested. This is an optional step that
may be repeated. If so:

Data Manager

Chapter 9 — “Data
Manager: Request
More
Information”

Data Manager uses the system to notify
School that more information is required.

Data Manager

Chapter 9 — “Data
Manager: Request
More
Information”

School is notified and has an opportunity to
respond and use eCDR Appeals to submit
additional information to the Data Manager to

School

Chapter 10 -
“School: Provide
More

support the requested adjustment. Information”
Data Manager has completed its review and submits | Data Manager Chapter 11 -
its NDA response for School and DPM review. The “Data Manager:
system notifies the School and DPM when the Data Submit NDA
Managers have submitted their response. Response”
The School has an opportunity to ask (one or more) School Chapter 12 -
Data Managers to clarify the reason for their NDA “School: Request
response. This is an optional step. If so: Clarification”
School uses the system to notify Data School Chapter 12 -
Manager that a clarification is requested. “School: Request
Clarification”
Data Manager is notified of the clarification Data Manager Chapter 13 -
request and uses eCDR Appeals to submit a “Data Manager:
clarification to the School. Provide
Clarification”
Based on Data Manager responses, School chooses to | School Chapter 14 -
submit a Perfected NDA or withdraw their NDA. “School: Submit
NDA to DPM”
DPM Case Worker reviews the school’s NDA case or | DPM Chapter 15 -
NDA withdrawal and the Data Managers’ responses. “DPM: Review
NDA”
Version 2.0.1 9 9/16/2008
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MAJOR ACTIVITY or ORGANIZATION NDA USER
NDA WORKFLOW PHASE RESPONSIBLE GUIDE
If the School withdraws their NDA, DPM DPM Chapter 15 -
acknowledges the withdrawal. Otherwise, DPM “DPM: Review
reviews the Perfected NDA. NDA”
DPM Case Worker may require more information DPM Chapter 16 —
from one or more Data Managers. If so: “DPM: Request
More
Information”
DPM uses the system to notify Data Manager | DPM Chapter 16 —

to provide more information.

“DPM: Request
More
Information”

Data Manager is notified and uses the system
to submit its response to DPM.

Data Manager

Chapter 17 -
“Data Manager:
Provide More

Information”
DPM takes steps to finalize the NDA. The system DPM Chapter 18 -
notifies the School and the Data Managers that DPM “DPM: Finalize
has made a final decision on the NDA. NDA”
DPM Case Worker completes review and forwards to | DPM Chapter 18 —
Case Manager. “DPM: Finalize
NDA”
Case Manager performs QC review. If case needs DPM Chapter 18 -
more information, Case Manager returns case to Case “DPM: Finalize
Worker. Otherwise, Case Manager successfully NDA”
completes QC review and routes case to Case Worker
for rate recalculation and decision letter creation.
DPM Case Worker enters updated numerator and DPM Chapter 18 -
denominator into NSLDS and obtains adjusted “DPM: Finalize
default rate data. If the changes require a CDR re- NDA”
calculation, DPM inputs updated data from NSLDS
into eCDR Appeals.
Case Worker generates decision letter and edits as DPM Chapter 18 -
necessary. “DPM: Finalize
NDA”
Case Worker forwards NDA to Case Manager. DPM Chapter 18 -
“DPM: Finalize
NDA”
Version 2.0.1 10 9/16/2008
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MAJOR ACTIVITY or ORGANIZATION NDA USER
NDA WORKFLOW PHASE RESPONSIBLE GUIDE
Case Manager performs QC review on adjusted DPM Chapter 18 -
default rate and decision letter. If decision letter “DPM: Finalize
needs more work, Case Manager routes case back to NDA”
Case Worker. Otherwise, DPM Case Manager
finalizes decision letter and closes NDA.
Data Manager is notified that DPM has finalized the | Data Manager Chapter 19 -
case, and logs in to see the details of the DPM “Data Manager:
decision and identifies all changes they must make to Review DPM
other systems and records in order to comply with the Decision”
DPM decision.
School logs in to see the details of the DPM decision. | School Chapter 20 -
“School: Review
DPM Decision”

Table 1-1: NDA Workflow phases and corresponding NDA User Guide chapters

1.4 Must-Read Information

All users who use the eCDR Appeals system, regardless of organization or role, should read this
section. In addition to the “Must-Read Information for All Users” section, which applies to
everyone, please be sure to read the following organization-specific section that contains
information pertinent to your particular organization.

Must-Read Information for All Users

Registration and User Account

In order to access eCDR Appeals, you must obtain a Security Architecture (SA) user ID. Please
refer to the Electronic Cohort Default Rate Appeals Registration and User Account Guide, which
explains how to register and obtain access to eCDR Appeals.

Destination Point Administrators

Some users are designated as a Destination Point Administrator (DPA). The DPA for an
organization such as a school or guaranty agency serves as a Federal Student Aid point of contact
within their organization. DPAs are responsible for approving user ID requests from their
organization’s members to access the eCDR Appeals system. As such, DPAs should familiarize
themselves with the appropriate sections of the Electronic Cohort Default Rate Appeals
Registration and User Account Guide, which outlines the process of registering and approving a
new account on eCDR Appeals.

Email Notifications

The eCDR Appeals application is designed to send out automatic email notifications to affected
parties whenever updates to NDA cases occur. These email notifications inform the appropriate
individuals and organizations that their attention is needed and that they may be required to take
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an action in the eCDR Appeals system. Email notifications are provided only for your
convenience; they should not be relied upon to know when an action is required on your part.
Due to the unreliable nature of computer networks (including the Internet), delivery of these
email notifications is not guaranteed. It is your responsibility to log in to the eCDR Appeals
system on a regular basis throughout the cohort cycle to check the status of your cases, and to
ensure that the contact information in your profile is up-to-date.

It is possible that a junk mail filter running on your e-mail program may catch e-mails sent from
eCDR Appeals. Check your junk mail folder for messages from Federal Student Aid. To avoid
problems, please ensure that any spam filters/programs used by your organization will accept
email from the ed.gov domain name.

File Attachments
During the NDA Workflow process, you may be required to attach supporting documentation to
the case. The eCDR Appeals system allows you to attach any type of file; however, we

recommend choosing a common file format to ensure that others will be able to open and view
the file.

Common file types include:

Portable Document Format (PDF)
MS Excel (XLS)

MS Word (DOC)

Rich Text Format (RTF)

Plain text (TXT)

Pictures (JPG/PNG/GIF)

You are by no means required to use one of the specific file types listed here. This list only
suggests some of the most commonly used file formats. Thus, if you use the above file types,
other users in the eCDR Appeals system are more likely to have the appropriate software to view
your files.

Deadlines and Calculation of Days

The countdown toward the deadline to submit a NDA begins at 12:01 AM North American
Central Time (CT) on the starting day of the cohort cycle. This applies for the 15-day deadline
to submit the NDA to data managers, and the 30-day deadline to submit the perfected NDA to
Federal Student Aid DPM.

For the purpose of calculating days within the eCDR Appeals system, the day rolls over at 10:00
PM CT. For instance, if a school’s deadline to submit a NDA were October 26", then they
would need to submit it by 10:00 PM CT on October 26"

Must-Read Information for Schools

School Reference

When referring to this user guide, school users only need to peruse the chapters that have titles
prefixed with “School”. These chapters consist of instructions specifically for school users.
Other chapters (those prefixed with “Data Manager” or “DPM”) do not necessarily apply to

Version 2.0.1 12 9/16/2008



eCDR Appeals Introduction
NDA User Guide

school users. You, however, may elect to refer to those other chapters to get an overall
understanding of the actions performed by data managers and Federal Student Aid.

The chapters pertinent to schools are:

e Chapter 1 - “Introduction”

e Chapter 2 — “All Users: Navigation”

e Chapter 6 — “School: Create or Verify Profile”

e Chapter 7 — “School: Prepare and Submit NDA”

e Chapter 10 — “School: Provide More Information”
e Chapter 12 — “School: Request Clarification”

e Chapter 14 — “School: Submit NDA to DPM”

e Chapter 20 — “School: Review DPM Decision”

e Chapter 21 — “All Users: Miscellaneous Functions”

School Roles
Your account will be assigned one of two possible eCDR Appeals roles:

e Case Preparer: May initiate and prepare a new case.
e Case Manager: Has the same abilities as a Case Preparer, plus the ability to submit a
case.

Must-Read Information for Data Managers

Data Manager Reference

When referring to this user guide, data managers only need to peruse the chapters that have titles
prefixed with “Data Manager”. These chapters consist of instructions specifically for data
managers. Other chapters (those prefixed with “School” or “DPM”) do not necessarily apply to
data managers. You, however, may elect to refer to those other chapters to get an overall
understanding of the actions performed by schools and Federal Student Aid.

The chapters pertinent to data managers are:

Chapter 1 — “Introduction”

Chapter 2 — “All Users: Navigation”

Chapter 5 — “Data Manager: Create or Verify Profile”
Chapter 8 — “Data Manager: Review NDA”

Chapter 9 — “Data Manager: Request More Information”
Chapter 11 — “Data Manager: Submit NDA Response”
Chapter 13 — “Data Manager: Provide Clarification”
Chapter 17 — “Data Manager: Provide More Information”
Chapter 19 — “Data Manager: Review DPM Decision”
Chapter 21 — “All Users: Miscellaneous Functions”

Data Manager Roles
Your account will be assigned one of two possible eCDR Appeals roles:
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e Response Preparer: May prepare a response to an adjustment.
e Response Manager: Has the same abilities as a Data Manager Response Preparer, plus
the ability to submit a response.

Updating Borrower and Loan Data in NSLDS and Other Systems of Records

It is important to note that the eCDR Appeals system has no data interface with the National
Student Loan Data System (NSLDS). Any change to borrower information or loan records in
this application is solely for the purpose of documenting agreed-to changes. The borrower
information and loan records in NSLDS will not automatically be updated to reflect any changes
you may make in eCDR Appeals. If you modify any borrowers or loans in eCDR Appeals, you
still need to perform any necessary changes to the actual records in NSLDS.

In addition to NSLDS, any other systems of records you maintain should be updated.

Must-Read Information for DPM Users

DPM Reference

When referring to this user guide, DPM users only need to peruse the chapters that have titles
prefixed with “DPM”. These chapters consist of instructions specifically for Federal Student Aid
DPM users. Other chapters (those prefixed with “School” or “Data Manager”) do not
necessarily apply to DPM. You, however, may elect to refer to those other chapters to get an
overall understanding of the actions performed by schools and data managers.

The chapters pertinent to DPM are:

e Chapter 1 - “Introduction”
e Chapter 2 — “All Users: Navigation”
Chapter 3 — “DPM: Create or Verify Profile”

e Chapter 4 — “DPM: Generate Requests and Load LRDR”
e Chapter 15 - “DPM: Review NDA”
e Chapter 16 — “DPM: Request More Information”
e Chapter 18 — “DPM: Finalize NDA”
e Chapter 21 — “All Users: Miscellaneous Functions”
e Chapter 22 — “DPM: Miscellaneous Functions”
DPM Roles

Your account will be assigned one of three possible eCDR Appeals roles:

e Case Worker: May self-assign oneself to a LRDR request, load LRDRs, self-assign
oneself to a case, review cases, request more information from data managers, and
prepare a final decision.

e Case Manager: Has the same abilities as a Case Worker, plus the ability to assign other
DPM personnel to a case and submit a final decision.

e Administrator: Has the same abilities as a Case Manager, plus the ability to manage
cycles.
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2. ALL USERS: NAVIGATION

2.1 Login

Federal Student Aid’s Security Architecture (SA) system is utilized to control access to the
eCDR Appeals application. In order to log in to eCDR Appeals, you will need a SA account.
Please refer to the Electronic Cohort Default Rate Appeals Registration and User Account Guide
for information on obtaining a SA account for use with eCDR Appeals.

To log in to the eCDR Appeals system after you have obtained an account, follow these steps:
1. Open the eCDR Appeals URL (https://ecdrappeals.ed.gov/) in a web browser.
Introductory information will be displayed, along with a “Log in” link.
2. Select the “Log in” link. The Security Architecture login page will be displayed.
3. Enter your SA username and password.
4. Select “Submit”. If you entered the correct login information and you have the proper
authorization, then you will now be in the eCDR Appeals application.

2.2 Menus

Once you are logged in to the eCDR Appeals system, you will be able to navigate to the various
sections of the website using the navigation menus. There are two rows of menus provided; the
top row is the main menu and the bottom row is the submenu. The options available in the
submenu depend on which main menu item is selected. The current selections will be
highlighted. See Figure 2-1 for an example of menus (in this example, a School user is viewing
their current cases).

(Oflh[l[ik

FEDERAL STUDENT AID eCDR Appeals System

’
Perspective Case Profile Help Logout
View Current Cases  [JRUTIVE SR TS gLyt

Current Cases

Figure 2-1: Navigational menus as seen by a School user

Your navigation menu options will vary depending on what type of access you have. For
instance, in addition to the School main menu options shown in Figure 2-1, a Data Manager will
also have the “Reports” option. A DPM user will additionally have the “Reports” and “System
Administration” options.

Main Menu Item Purpose

Perspective Allows you to select which Perspective to use (see Section 2.3 for
more information on Perspectives)

Case Access information on current and past challenges and appeals
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Main Menu Item Purpose

Reports Generate reports (Data Manager and DPM users only)

System Administration | Manage the cohort cycle and load Loan Record Detail Report
(LRDR) information (DPM users only)

Profile Maintain your organization and individual contact information
Help Access the on-line documentation
Logout Sign out of the eCDR Appeals application

Table 2-1: Menu item descriptions

2.3 Perspectives

If you are affiliated with multiple organizations that use eCDR Appeals, your account may have
access to different Perspectives in eCDR Appeals. A Perspective is a way of accessing the
eCDR Appeals system through the point of view of a specific organization.

If, for instance, a school user participates in cases for two different schools, then they have
access to two different Perspectives (one for each school).

If your account has multiple Perspectives, then you will see the Perspective selection page upon
login (see Figure 2-2). You must choose a Perspective to use the eCDR Appeals system, and
you may only be in one Perspective at a time. However, you may switch to another Perspective
at any time by accessing the “Perspective” menu item at the top of the page.

eCDR Appeals System

Perspective Help Logout

You have logged in to the Electronic Cohort Default Rate Appeal System.
Your user-id is: schooluser
FPlease =select the organization code for your perspective

Available Organizations  [111111 - UNIVERSITY OF 10 = |
111111 - UINIWYERSITY OF |0
333333 - CALLISTO COLLEGE

Last updatediraviemsd Feb, 10, 2008

FCQlA | Privacy | Security | Motices WhiteHouse.gow | USAgov | ED.gov

Figure 2-2: Perspective selection screen
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3. DPM: CREATE OR VERIFY PROFILE

3.1 Creating a Profile

The first time you log in to eCDR Appeals, you will need to complete your organizational and
individual profiles, which consist of contact information. Figure 3-1 shows an example Edit
Profile page as seen by Federal Student Aid DPM users. The top section consists of contact
information for the organization, while the bottom section consists of your individual contact

information. Ensure that all the information is provided and is up-to-date, then select the “Save”
button.

Edit Profile

Organization Code: 99999100 - FSA Default Prevention and Management

Please verify and update the following information.

Fields marked with *) are required
Organization Information

Organization Name:* |FSA Default Prenvention and Management

Address:” [830 First St NE

City:* |Washingtu3n

State: [DC- District of Columbia =
Zip: Wl—

Country: I

Organization Email™ |fsa.schDDIs.default.management@ed.gw

Alternate Email: |

Phone Mumber™ |2I]2—3??-4258
Alternate Phone: I

User Contact Information

Last Mame™ |

First Mame:™ |

Email™ I

Fhane™ I
SAVE

Other User Contacts
Last Name | First Name | Email | Phone |

Figure 3-1: DPM Edit Profile page

You will also be able to see other DPM personnel who have registered their profile at the bottom
of the Edit Profile page, in the Other User Contacts table.
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You may return to the Edit Profile page at any time by accessing the “Profile” navigation menu
option.

3.2 Verifying Your Profile

If you have already created a profile in the past, it is still imperative to ensure that your profile
information is up-to-date. You can verify that your organization and personal contact
information is complete and accurate by selecting the “Profile” link on the main menu. This will
load the Edit Profile page, where you can review your contact information and make any
necessary changes. If you made any changes, click “Save” to store the changes.
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4. DPM: GENERATE REQUESTS AND LOAD LRDR

4.1 Generating Official Cycle LRDR Requests

Before the official phase of the cohort year, Federal Student Aid DPM must ensure that all
necessary LRDRs have been loaded in preparation for the official cycle. In particular, those
schools that submitted an Incorrect Data Challenge (IDC) should have all necessary LRDRs
loaded.

The eCDR Appeals system has an automated mechanism that generates a list of necessary LRDR
requests for the official cycle based on submitted draft cycle IDCs. DPM users may access this
function by logging in to eCDR Appeals, then selecting “System Administration” from the main
menu and “Manage LRDR Extracts” from the submenu. This will load the LRDR Request List
page (Figure 4-1).

b | START HERI
Wil GO FURTHER
“_._tf = -
# FEDERAL STUDENT AID

eCDR Appeals System

Perspective Case Reports Systermn Administration Profile Help Logout
Admin Functions  Manage Cycle EEELCILOLLGEIES G Manage CDR Data

System Administration
LRDR Request List

LOAD LRDR EXTRACT ||| GEMERATE OFFICIAL REQUESTS

There are no open LRDR requests forthe 2006 cohaort vear.

Lazst updatedireviemsad Aug. 05, 2008

FCQlA | Privacy | Security | Motices WhiteHouse.gow | USAgov | ED.gov

Figure 4-1: LRDR Request List

On the LRDR Request List page, click the “Generate Official Cycle Requests” button. This will
update the LRDR Request List page with all LRDRs that are necessary for the official cycle.

4.2 Managing LRDR Extracts

This section describes how to load LRDR extracts into the eCDR Appeals system. This task is
performed at the beginning of the official cycle after official cycle requests have been generated.
It is also performed at any point during the cycle when a school initiates a case and eCDR
Appeals recognizes that the school’s LRDR has not yet been loaded.

In the situation where a school initiates a case but their LRDR extracts have not been loaded,
eCDR Appeals will send an automatic email notification to DPM stating that a LRDR needs to
be loaded.
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Viewing the LRDR Request List

On the LRDR Request List page, a list of outstanding LRDR requests is displayed. The list of
requests is categorized by OPEID, and is further broken down into a list of cohort years and
cycles that are needed for each OPEID.

Assigning a LRDR Request

You may assign a particular LRDR request to yourself by selecting the “Assign to Self” button to
the right of the request. Your user ID will then appear in the “Assigned To” column for the
request. This will indicate to other DPM personnel that you are in the process of obtaining and
uploading the LRDR extracts for that particular OPEID.

Uploading a LRDR Extract

Once you have assigned a request to yourself, a “Load LRDR Extract” button will appear to the
right of the request. Select this button to display the Upload LRDR Extract page (Figure 4-2).
On this page, you can choose a file on your computer that contains the LRDR extract. The file
should contain an original LRDR extract that was obtained directly from NSLDS. Once you
have chosen the appropriate file, select the “Upload” button to begin loading the LRDR extract
into the eCDR Appeals system. Depending on the size of the LRDR extract, the upload may
take some time to complete. Upon a successful upload, a confirmation page will be displayed.

9, [ START HERI
W GO FURTHER "
FEDERAL STUDENT AID

eCDR Appeals System

Perspective  Case  Reports  System Administration  Profile  Help  Logout
Admin Functions  Manage Cycle _?\Eﬂis_!?;;g_-:}.'f?_'ffz'_z'!_'{.?.-:';'é.ié?;'i:_i__

System Administration

Upload LRDR Extract

Select LRDR Extract File: Browse.. |

Select a LRDR extract file ta upload. The file should be an unmodified
LRDF: extract okbtained from NSLDS.

UPLOAD || CANCEL

Figure 4-2: Uploading a LRDR extract

If there was a problem with the LRDR file, an error page will be displayed. Possible causes
include a modified LRDR file (if the LRDR extract has been manipulated, it will likely cause an
error) or a corrupt LRDR file (it may have to be retrieved from NSLDS again).

When an uploaded LRDR satisfies a request on the LRDR Request List page, the status of the
LRDR in the “LRDR Extracts Needed” column will change from “Needed; please load LRDR
extract” to “Not needed”.
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Marking a Request as Complete

Note: It is important to mark a LRDR request as complete once all necessary LRDRs have been
uploaded. If the request is not marked as complete, the school will be unable to work on their
case.

Once all the LRDRs for a particular institution have been loaded into a system (i.e., all its
LRDRs are marked as “Not needed”), then a new “Mark as Complete” button will appear to the
right of that institution’s request. Selecting the “Mark as Complete” button will close the LRDR
request and set the case to “LRDR Loaded” status. The LRDR request will be removed from the
list and the school will be allowed to prepare their case. If the school’s countdown to the case
submission deadline was suspended while awaiting the LRDR, the countdown will automatically
resume. The school will receive an automatic email notification informing them that their
LRDRs have been loaded.
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5. DATA MANAGER: CREATE OR VERIFY PROFILE

5.1 Creating a Profile

The first time you log in, you will need to complete your organizational and individual profiles,
which consist of contact information. Figure 5-1 shows an example Edit Profile page for a Data
Manager. The top section consists of contact information for the organization, while the bottom
section consists of your individual contact information. Ensure that all the information is
provided and is up-to-date, then select the “Save” button.

Edit Profile
GA Number: 555 - State Guaranty Agency

Please verify and update the following information.

Fields marked with *) are required
Organization Information

Organization Mame:* IState Guaranty Agency

Address™ |132 Ocean Front Road

City* |Blac:k Diamand Bay

State: |NE- Mebraska j
Zip: WW

Country: |

Organization Email™ ||:Dntadus@guarantyagency.gw

Alternate Email: |

Phone Mumber™ |202—555—1212
Alternate Phone: I

User Contact Inforrmation

Last Mame™ |

First Mame:* |

Email™ I

Fhane:™ I
SAVE

Other User Contacts
Last Name | First Name | Email | Phone |

Figure 5-1: Data Manager Edit Profile page

You will also be able to see other contacts that are members of your organization at the bottom
of the Edit Profile page, in the Other User Contacts table.

You may return to the Edit Profile page at any time by accessing the “Profile” navigation menu
option.
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5.2 Verifying Your Profile

If you have already created a profile in the past, it is still imperative to ensure that your profile
information is up-to-date. You can verify that your organization and personal contact
information is complete and accurate by selecting the “Profile” link on the main menu. This will
load the Edit Profile page, where you can review your contact information and make any
necessary changes. If you made any changes, click “Save” to store the changes.
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6. SCHOOL: CREATE OR VERIFY PROFILE

6.1 Creating a Profile

The first time you log in, you will need to complete your organizational and individual profiles,
which consist of contact information. Figure 6-1 shows the Edit Profile page for a School user.
The top section consists of contact information for the organization, while the bottom section
consists of your individual contact information. Ensure that all the information is provided and
IS up-to-date, then select the “Save” button.

Edit Profile
OPEID: 999989 - Martian Rover Institute of Technology

Please verify and update the following information.

Fields marked with ) are required
Organization Information

Organization Name:™ |Mar1ian Fuover Institute of Technalogy

Address™ |1 keridiani Flanum

City:™ [iASHINGTON

State: [DC- District of Colurnbia =
Zip: WI—

Country: I

Schaooal Type: FPLBLIC

School Region: TEAM B

Organization Email* Ischonl@manianrnver.edu

Alternate Email: I

Phone Mumhber® |202—555—1212
Alternate Phone: I

User Contact Information

Last Mame:™* |

First Mame™ |

Email* |

Fhone™* I
SAVE

Other User Contacts

Last Name | First Hame | Email | Phone |

Figure 6-1: School Edit Profile page

You will also be able to see other contacts that are members of your organization at the bottom
of the Edit Profile page, in the Other User Contacts table.
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You may return to the Edit Profile page at any time by accessing the “Profile” navigation menu
option.

6.2 Verifying Your Profile

If you have already created a profile in the past, it is still imperative to ensure that your profile
information is up-to-date. You can verify that your organization and personal contact
information is complete and accurate by selecting the “Profile” link on the main menu. This will
load the Edit Profile page, where you can review your contact information and make any
necessary changes. If you made any changes, click “Save” to store the changes.
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7. SCHOOL: PREPARE AND SUBMIT NDA

7.1 Current Cases Page Overview

Log in to the eCDR Appeals system (refer to Chapter 2, “All Users: Navigation” for information
on how to access the system and select a Perspective if needed). Select “Case” from the main
menu and “View Current Cases” from the submenu. This will present you with the Current
Cases page (Figure 7-1).

Current Cases
OPE ID:111111 - UNIVERSITY OF 10
The Official Cycle has started

2 days remaining to create and submit a NDA
17 days remaining to create and submit a UDA

Case# | Case Type | OPEID | School Hame | Status | Status Date |
300141 IDC 111111 UNINVERSITY OF 10 Closed 060952008
Showing 1to 1of 1|
Last updatedireviewmed Aug. 06, 2008
FQlA | Privacy | Security | Motices WhiteHouse.govw | USAgov | ED.gov

Figure 7-1: Current Cases

The Current Cases page lists all current cases that you have access to, along with their status
information. The Current Cases page is also the page on which you will initiate a new case.

7.2 Initiating a New NDA

A new NDA case can be opened from the Current Cases page. The current cohort cycle and the
number of days remaining to submit a case are displayed. To open a new NDA case, select the
“New Case” button.

The Case Details page will load (Figure 7-2). Your institution’s OPEID and the current cohort
year will automatically be filled in for you. On this page, choose NDA from the Case Type
dropdown menu. You may also enter an optional comment. When you have completed this,
select the “Save” button to initiate the NDA case. If you do not use the “Save” button, the case
will not be created.
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Case Details
QOPE ID:111111 - UNIVERSITY OF 10

Print = Detail

Case 0 OPEID Cohort Default Rate
CaseType: |NDA =] Cohort Fiscal Year : 2006
Case Status : Status Date :
Appeal Sanction : Program Type : Appeal Outcome
Certification :
Please save the case after selecting the case type in order to be ahle to add adjustments. You may add a case-level comment at this
time.
Comment ;|

| save || cancel |

Comment ID | Date | Status | Entered By | Comments |
Showing 0 of 0|

Figure 7-2: Case Details page when creating a new NDA

Upon selecting “Save”, a new case will be created, and the Case Details page will now display
some basic information associated with your case (Figure 7-3).
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Case Details
OPE ID:111111 - UNIYERSITY OF 10

Print ™= Detail

Case ;300229 OPEID ;111111 Cohort Default Rate :6/54
Case Type : MDA Cohort Fiscal Year : 2006

Case Status ‘Being prepared Status Date :08/25/2008

Appeal Sanction : Program Type FFEL Appeal Outcome ;
Certification :

[ NEW ADJUSTMENT |

The LRDR. has heen loaded by Federal Student Aid, you can resume preparing your case

| [Adjustment]d jl SEARCH || SHOW ALL ADJUSTMENTS | Advanced Search
Adjustmentld ~ | Borrower | Basis of Alleged Error | Humber of Loans | Effect on Calculation | Status |
Showing 0to 0 of 0|
Comment -]

[ save |[ camceL |

CommentlD | Date | Status |  EnteredBy | Comments |
1813 Aug 2508 at1:16 P Being prepared dpa.onefsa Being Prepared
1812 Aug 25 08 at1:16 PM LRDR loaded dpa.one.fsa LRDR Loaded
1811 Aug 25 08 at1:16 PM Case Created dpa.one.fsa Mew MDA case created
Showing 3 of 3

Last updatedfreviewsad Aug. 06, 2003

FOlA | Privacy | Security | Motices WhiteHouse.gow | USAgovy | ED.gov

Figure 7-3: A newly created case

If Federal Student Aid has not yet loaded the prerequisite Loan Record Detail Report (LRDR)
extracts for your institution, your case will begin in “Awaiting LRDR” status. The time your
NDA remains in “Awaiting LRDR” status does not count against the 15-day deadline to submit
the NDA to data managers, or the 30-day deadline to submit the perfected NDA to Federal
Student Aid. Once Federal Student Aid has loaded the LRDRs, the countdown to the deadline
will resume.

If applicable, after Federal Student Aid completes loading the LRDR extracts for your
institution, an automatic email notification will be sent to the organization and individual email
addresses you specified in your profile. Once the LRDRs have been loaded into the system, you
may proceed with preparing the case.
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Note: If the necessary LRDR extracts have already been loaded at the time you created the new
case, then the case’s status will read ““Being Prepared™. In this situation, you may immediately
continue working on your case since you do not have to wait for a LRDR extract to be loaded.

7.3 Case Details Page Overview

Before we discuss the process involved in preparing a New Data Adjustment (NDA), we will
provide an overview of the Case Details page (Figure 7-4). The Case Details page is the focal

point of the NDA preparation process. From this page, you can add adjustments and eventually
submit your case.

Case Details
OPE ID:111111 - UNIVERSITY OF 10

Print = Detail

Case 300029 OPEID 111111 Cohort Default Rate ;6154
Case Type : MDA Cohort Fiscal Year : 2006
Case Status Being prepared Status Date (0872652003
Appeal Sanction Program Type .FFEL Appeal Outcome :
Certification
[ NEW ADJUSTMENT |
| [4djustment Id =] [ SEARCH |[ SHOW ALL ADJUSTMENTS | advanced Search
Requested Adjustments
Adjustment Id | Borrower Basis of Alleded Error Humber of Effect qn Status
- e Loans Calculation
700102 1110013472 Incarrect enrollment information {e.y. never enralled in a " +0 2006 Created
second school, ete.)
fooiod 111009580 Borrowerwas granted a revised repayment schedule 3 -B 2006-B 2005  Created
Showing 1to 2 of 2
Comment ﬂ

B

| save || canceL |

CommentID | Date | Status |  EnteredBy | Comments |
740 Alg 26 08 at11:44 AW Being prepared dpa.onefsa Being Prepared
739 Alg 26 08 at11:44 AWM LRDR loaded dpa.one.fsa LRDR Loaded
738 Alg 26 08 at11:44 AW Case Created dpa.one fsa Mew MDA case created
Showing 3 of 3

Figure 7-4: Case Details page
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Institutional Information

At the top of the Case Details page, your institution’s OPEID and name are displayed. If you
have access to multiple Perspectives, this information will assist in verifying that you are in the
correct Perspective. See Section 2.3 of this User Guide for information on Perspectives.

Case Status Information

The current case status information is shown underneath your institution’s OPEID and name.
This information is populated by the system and includes:

e Case: The case ID number, automatically assigned by the eCDR Appeals system.

e Case Type: The type of challenge or appeal (e.g., IDC, NDA, UDA).

e Case Status: Indicates which phase the case is currently in. See Section 1.3, “NDA
Workflow Phases” for more information on NDA phases. Refer to Chapter 24, “Status
Codes” for a definition of status codes.

e Appeal Sanction: This is used only in the official process, and will be blank for the draft

process.

OPEID: The OPEID of the institution filing the case.

Cohort Fiscal Year: The cohort year for which the case is being filed.

Status Date: Indicates the date of the most recent case status update.

Program Type: Indicates the type of program the school is taking part in: FFEL, DL, or

FFEL/DL.

Cohort Default Rate: Indicates the institution’s cohort default rate.

e Appeal Outcome: This is used only in the official process, and will be blank for the draft
process.

e Certification: After the case is submitted, the document certifying the school’s case will
be listed here.

List of Requested Adjustments

The Requested Adjustments table displays a list of adjustments that have been added to the case.
The example case in Figure 7-4 contains two adjustments. When you create a new case, this
table will be empty until you add adjustments. The columns in the Requested Adjustment table
are:

e Adjustment ID: The adjustment ID number, automatically assigned by the eCDR
Appeals system.

e Borrower: The social security number (SSN) of the borrower for which the adjustment
has been created.

e Basis of Alleged Error: The reason for the adjustment.

¢ Number of Loans: Indicates how many loans associated with the specified borrower
have been included in this adjustment.

o Effect of Calculation: Indicates what effect(s) the adjustment would have on the cohort
default rate calculation. Each effect consists of three parts: an add (+) or subtract (-) sign
indicating whether one (1) should be added or subtracted; a letter (N, D, or B) indicating
whether the addition/subtraction should affect the numerator (N), denominator (D), or
both (B); and the cohort year in which the effect is to take place.

e Status: The current status of the adjustment. Refer to Chapter 24, “Status Codes” for a
definition of status codes.
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The Requested Adjustments list will display up to 10 adjustments at a time. If there are more
than 10 adjustments in a case, a list of page numbers will be displayed at the top right corner of
the Requested Adjustments list. To view more adjustments, select the desired page number.

The list of adjustments may be sorted according to Adjustment 1D, Borrower SSN, or Basis of
Alleged Error. To sort the Requested Adjustments list, select the desired column header at the
top of the Requested Adjustments table. By default, the list is sorted by Adjustment ID.

Comments

Following the Requested Adjustments table is a comment box and a “Save” button. This form
allows you to add optional comments to your case by typing in the comment field and selecting
“Save”. Comments will be shown in the case history. Anyone who has access to a case can see
all the comments associated with that case. Once saved, comments cannot be removed, even
prior to case submission. Adding a comment is optional.

History

At the bottom of the page is the History table, which displays the full case history, including
transitions between the various NDA Workflow phases and all comments. The history is
arranged in reverse chronological order, with the most recent status change or comment at the
top of the table. The example case in Figure 7-4 contains three status changes and comments.

7.4 Preparing the NDA

Now that you have created a new NDA case and Federal Student Aid has loaded the necessary
LRDR extracts, the case status has become “Being prepared”. At this point, you can begin
adding adjustments and comments, and then eventually submit your NDA.

Adding a New Adjustment

The first step in preparing your case is to add the necessary adjustments. To add an adjustment
to your NDA, select the “New Adjustment” button from the Case Details page.

Selecting a Borrower

Selecting the “New Adjustment” button will load the Borrower Selection page (Figure 7-5). You
will be asked to specify the borrower for which you will be making an adjustment. Enter the
borrower’s social security number. Do not use dashes or spaces when entering the SSN. After
you enter the SSN, select the “Create Adjustment” button.

Borrower Selection
OPE ID:111111 - UNIVERSITY OF 10

Fields marked with (*) are required
Borrower Information
Please enter the Borrower's S5 in 123456789 format

ssn: |
[ CREATE ADJUSTMENT |

Figure 7-5: Borrower Selection page
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The eCDR Appeals system will search for the specified borrower in your institution’s LRDR. If
the system was able to find the borrower’s information, you will be taken directly to the
Adjustment Details screen with the borrower’s SSN and name already filled in.

If the eCDR Appeals system could not find the borrower’s SSN in your institution’s LRDR, you
will be given the option to either manually add the loan details or re-enter the SSN (Figure 7-6).
If you entered the SSN incorrectly, you should re-enter the correct SSN and select “Create
Adjustment”. If, however, you intended to add a borrower that is not in the LRDR but should be
included for the purpose of calculating your cohort default rate, select the “OK” button to
continue to the Adjustment Details screen, where you can manually enter the borrower’s SSN
and name.

Borrower Selection
OPE ID:111111 - UNIVERSITY OF 10

The 350 You entered is not present in the LEDR or is Invalid. Please press OKWIf you want to add this S5M as a
manually added borrowerfadjustment. Otherwise, please retry Delow with a valid 350,

Fields marked with (*) are required

Borrower Information
Please enter the Borrower's S5H in 123456789 format

SSH: |
[ CREATE ADJUSTMENT |

Figure 7-6: A message indicating that the borrower's record was not found

Entering Adjustment Details

After selecting a borrower, or electing to manually enter a borrower’s information, the
Adjustment Details page will be displayed (Figure 7-7). If the system was able to find the
borrower in the LRDR, the borrower’s SSN, first name, and last name will be filled in for you.
If the system was unable to find the borrower, there will be three additional fields in which you
should manually enter the required information.
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Adjustment Details
OPE ID:111111 - UNIVERSITY OF 10

Please enter the details and save the adjustment once in order to be able to select/deselect loans. Please enter all dates in MM/DDNYYY
format.

Request Adjustment ID: 0

Borrower's S5M: 111001342 Borrower's First Name : DANAE Borrower's Last Name : Risoox
Humber of Loans :0 Case Type :NDA
School Input
Fields marked with {*) are required
Basis of
Alleged |
Error®

Last Date of Attendance {(LDA) or Less than Half-Time Date {LHD) |

Date
Entered Date Defautted |
Repayment*
Effect on Calculation® j j

- -

- -
Supporting Documents

The comments{if any) have been saved in the history table at the bottom of this page
Comment ﬂ
SAVE
BACK TO CASE

These are System and User created comments Eeturn to top

School’System Comments History
Comment ID | Date | Status | Entered By | Comments |

Showing 0 of 0|

Figure 7-7: Adjustment Details page with a newly created adjustment

The Adjustment Details form allows you to enter the borrower’s information and specify the
requested adjustment. When you are done entering the information, select the “Save” button.

The Adjustment Details page will refresh, giving you additional options (Figure 7-8). These
options are:

e Attach File: Allows you to include supporting documentation.

e Remove Adjustment: Removes this adjustment from your NDA.

e Select/Deselect Loan: Allows you to choose which of this borrower’s loans to include in
the adjustment.

e Change Data Manager: Allows you to specify a different data manager to which a loan
belongs if the displayed data manager is incorrect.
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Adjustment Details

OPE ID:111111 - UNIVERSITY OF 10

Request Adjustment ID : 7001207

Borrower's SSN: 111001342 Borrower's First Name : DAMAE Borrower's Last Mame @ Riooos

Humber of Loans :0 Case Type :NDA

School Input
Fields marked with {*) are required

Basis of

Alleged Cither j
Error®

Last Date of Attendance {LDA) or Less than Half-Time Date {LHD) |

Date

Entered  [01/06/2006 Date Defautted |

Repayment*

Effect on Calculation® 2006 x| [+D: Add to denominator |

Supporting Documents

The comments(if any) hawve heen saved in the history table at the bottom of this page
Comment ﬂ
[ sAVE || REMOVE ADJUSTMENT |
|_SELECT/DESELECT LOAN || CHANGE DATA MANAGER |
BACK TO CASE
The table shows how the loans have heen packaged according to data Managers Retutn to top
Data Manager Adjustments
DM Adjustrment 1D | DM Code | Number of loans | Effects | Response | Status |Status Date | Cumments|
Showing 0 to 0 of 0|
These are System and User created comments Retutn to top
SchoolSystem Comments History |
Comment ID | Date | Status | Entered By | Comments |
25253 Aug 24608 at1:18 P Created dpa.one.fsa Adjustment has been created
Showing 1 of 1|

Figure 7-8: An adjustment in progress

Attaching a Supporting Document

In order to attach documentation to support an adjustment, select the “Attach File” button from
the Adjustment Details page. The Attachments page will load, prompting you to choose a file
and enter a description (Figure 7-9). Please consider the recommendations regarding file
attachments in Section 1.4 when attaching a file.
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Attachments
OPE ID:111111 - UNIVYERSITY OF 10

Please upload the supporting document for the requested adjustment

Fieldzs marked with {*) are raguired
Select File*l Browse... |

File Description |

| save || cancel |

Figure 7-9: Attaching a supporting document

Once you choose the correct document, enter a basic description of the document in the “File
Description” field, then select the “Save” button to add it to the adjustment. This will return you
to the Adjustment Details page, where your newly attached file and its description will be
displayed under the “Supporting Documents” list. Alternatively, if you decide not to attach a file
at this time, select the “Cancel” button to return to the Adjustment Details page without attaching
a file.

You may attach more documentation by selecting the “Attach File” button on the Adjustment
Details screen and repeating this process.

Removing a Supporting Document

To remove a supporting document, select the “Remove” button to the right of the document on
the Adjustment Details page. The specified document will be removed from the adjustment.

Selecting and Deselecting Loans

To specify which loans should or should not be included in the adjustment, select the
“Select/Deselect Loan” button on the Adjustment Details form. This will bring up the
Select/Deselect Loans page (Figure 7-10).
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SelectiDeselect Loans
QOPE ID:111111 - UNIVERSITY OF 10

Request Adjustment ID : 7001207
Borrower's Name :DANAE  Rwoon
Basis of Alleged Error :Other

| ADD LOAN MANUALLY |

Borrower's SSH:11100134%
Humber of Loans :0

Loans From LRDR.
Loan Data Loan Repayment Default Guaranty CDR
Select|Loan ID| E— e — Status date ‘ Date |Start Date | End Date Date Amount ‘ Usage 1 |
[T 145194 SF 7845 CA 02121720045 08M18/2003 0572172004 12110/2003  $2625.00 D

Showing 1 of 1|

Selected Loans

Salect Loan LRDR Loan Data Loan Repayment Default Start End Guaranty e CDR

Id Loan ID Type Manager Status date Date Date Date Date Usage 1

Showing 0 of 0|

[ save || canceL |

Figure 7-10: Selecting loans for inclusion in the adjustment

On this page, the borrower’s loans are automatically retrieved from your institution’s LRDR and
are listed in the table named “Loans from LRDR”. After you select a loan to include in the
adjustment, it will be added to the “Selected Loans” table. If the borrower has a loan that is not
listed from the LRDR, you may manually add the loan.

Manually Adding a Loan

If the borrower has a loan that is not listed in the “Loans from LRDR” table, then you can

manually add the loan details.

Note: You must attach relevant supporting documentation on the Adjustment Details page before
the eCDR Appeals system will allow you to manually add a loan. This ensures that there is

information to support the loan.

To manually enter a loan that is not in the LRDR, select the “Add Loan Manually” button on the
Select/Deselect Loans page. This will bring up the Manual Loan page, allowing you to enter the

loan details (Figure 7-11).

Note: When manually entering a loan, the information entered should come from NSLDS. Do
not enter the adjustment information that was entered on the Adjustment Details page. The
Manual Loan information should include the loan details as currently reflected in NSLDS to help
determine which loan is being adjusted.
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Manual Loan
OPE ID:111111 - UNIVERSITY OF 10

Request Adjustrment ID 17001207 Borrower's S5N: 111001342
Borrower's Name :DANAE  Rixoooo Number of Loans ;1
Basis of Alleged Error :Other

Input

Fields marked with i*) are required
Data

Loan
Manager = N =~
l:l:wle“g Type I J

Last Date of Attendance (LDA) or Less thah Half-Time Date (LHD) |

Date
Entered

Repayment | I— Date I—
Scheduled Defaulted
Repayment
Date*
Loan Period I— :;':ir'; d I—
.
Start date End date’
Guaranty
Loan Date*
Claim
Loan
Reason I j Status® I j
Code

Figure 7-11: Manually adding a loan

Once you have entered the loan information, select the “Save” button. You will be returned to

the Select/Deselect Loans page, and the manually added loan will appear in the “Selected Loans”
list.

Selecting Loans from the LRDR

If the loans you wish to add to the adjustment have automatically been retrieved from the LRDR
and are displayed in the “Loans from LRDR” list on the Select/Deselect Loans page, then mark
the appropriate checkboxes next to the loans you wish to select.

When you are done selecting the desired loans and manually adding loans, select the “Save”
button. This will return you to the Adjustment Details page. The data managers associated with
the loans you just selected will appear in the “Data Manager Adjustments” table.
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Reviewing Your Changes so Far

Figure 7-12 shows a portion of the Adjustment Details page after a loan was added and two
supporting documents were attached to an adjustment. In the Supporting Documents list, new
entries consisting of the document description, a link to download the files and a “Remove”
button have been added. In the Data Manager Adjustments table, the Data Manager associated
with the selected loan has been added.

Supporting Documents
Mare supporting information SampleAdditionallnfo.td
Loan documentation SampleloanDocument.td
The comments{if any) have heen saved in the history table at the bottom of this page
Comment :I
SAVE || REMOVE ADJUSTMENT

SELECT/DESELECT LOAN || CHANGE DATA MANAGER

BACK TO CASE
The tahle shows how the loans have been packaged according to data Managers Beturn to tap
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date | Comments |
DMAdjustment
arv4 T84 1 -M 2006 - 2005 Created  08/28/2008  has been
created

Showing 1to0 1 of 1

Figure 7-12: An adjustment with supporting documentation and a loan

Changing the Data Manager

If you find that a loan is associated with an incorrect data manager, you have the option to
change the data manager for specific loans. To change a data manager, select the “Change Data
Manager” button on the Adjustment Details page. The Change Data Manager page (Figure 7-13)
will be displayed. All the loans associated with the adjustment will be listed in the Loans table.
Select the checkboxes for the loans that have the incorrect data manager. Select the correct data
manager from the dropdown menu above the Loans table. Select the “Save” button to apply the
data manager changes. The Change Data Manager page will reload with the updated data
manager information in the Loans table. Once you have verified that the changes are correct,
you may return to the Adjustment Details screen by selecting the “Back to Adjustment” button.
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Change Data Manager
OPE ID:111111 - UNIVERSITY OF 10

Request Adjustment ID; 001207 Borrower's SSN ;111001342
Borrower's Name :DANAE  Foooon Humber of Loans :2
Select new DM Code: I j

Loans
Sele-::1| Loan Id | LRDR Loan Id* | Loan Type | Data Manager | Loan Status | Repayment date | Default Date | CDR Usage 1 |

[T 9001963 145194 SF 785 CA 0212172005 o
[T 8001870 0 Dz 555 CA 011072006
* 0 indicates manual loan | Showing 2 of 2
[ BACK TO ADJUSTMENT

Figure 7-13: Changing the data manager for a loan

Removing an Adjustment

To remove an adjustment from your case, select the “Remove Adjustment” button on the
Adjustment Details page of the adjustment you wish to remove. A confirmation page will load,
prompting you to verify the removal of the adjustment. To remove the adjustment from your
case, select “OK”. To keep the adjustment, select “Cancel” to return to the Adjustment Details
page. If you select “OK?”, the adjustment will be removed from the case and you will be returned
to the Case Details page.

Adding Comments to an Adjustment

To add a comment to a particular adjustment, use the Comments field on the Adjustment Details
page. Comments added to the Adjustment Details page will only be visible to those who have
access to the adjustment (i.e., Data Managers that are associated with a loan in the adjustment,
and Federal Student Aid DPM). Adding a comment is optional.

After an Adjustment is Complete

When you are done adding the borrower, supporting documentation, and loans for an adjustment,
select the “Back to Case” button on the Adjustment Details page. This will return you to the
Case Details page, where the new adjustment will appear in the Requested Adjustments list
(Figure 7-14). You can always return to the Adjustment Details page to view or change an
adjustment by selecting the adjustment record number in the Requested Adjustments list on the
Case Details page.
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Case Details
OPE ID:111111 - UNI¥YERSITY OF 10

Print. = Detail

Case (300029 OPEID 111111 Cohort Default Rate :6/54
Case Type : MDA Cohort Fiscal Year : 2006
Case Status ‘Being preparead Status Date ;087262008
Appeal Sanction : Program Type FFEL Appeal Outcome ;
Certification :
[ NEW ADJUSTMENT |
| [Adjustment]d | | SEARCH || SHOW ALL ADJUSTMENTS | Advanced Search
Adjustment ld ;
Adjustment Id | Borrower Basis of Alleqed Error Humber of Effect on Status
- Loans Calculation
100102 111001342 Incarrect enrolliment information {e.d. never enrolled in a ] +0 2006 Created
second school, etc.)
00104 111009520  Borrowerwas granted a revised repayment schedule 3 -B 2006 -B 2004 Created
Showing 1to 2 of 2

Figure 7-14: Case Details page with two adjustments

To add more adjustments to the NDA, select the “New Adjustment” button from the Case Details
page and repeat the process for adding a new adjustment.

7.5 Submitting the NDA

Once you have added all necessary adjustments to the case, please review the adjustments to
ensure they are correct and complete. Some items to verify include:

The necessary adjustments have been created

Each adjustment specifies the correct borrower

Each adjustment contains all the loans in question

The loans in each adjustment have the correct data manager code
Supporting documentation is attached, if needed

To assist in reviewing your NDA before submission, a summarized list of adjustments is
displayed on the Case Details page (see Figure 7-14 for an example of a case with two
adjustments). To see detailed information on an adjustment, select its adjustment record number
to bring up the Adjustment Details page.

A prerequisite for submitting your case is a signed certificate from the CEO, President, or owner
of your school stating that all the data in the NDA is correct under penalty of perjury. This
certificate should be a computer file in any format (refer to Section 1.4, “File Attachments”, for
tips on what kind of file to use).
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Once you have verified that all adjustments are ready and you are prepared to upload the
certification, select the “Submit” button at the top right of the Case Details page. This will
display the Case Preview page (Figure 7-15).

Case Preview
OPE ID:111111 - UNIVYERSITY OF 10

Reminders

Please make sure you have identified all borrower information that you wish to Challenge or Appeal

Please remember that once you have submitted the case, you can no longer add additional borrowers or adjustments
Please make sure you have attached all the necessary supporting documents

You have to attach the CEOQ or President's signed certificate claiming that the data you entered is correct once you click OK

Figure 7-15: Previewing a case before submission

The Case Preview page lists all the requirements for submitting a case. If you wish to make any
further changes before submission, select “Cancel” to return to the Case Details page.
Otherwise, if no changes are needed, select “OK”. This will load an Attachments page where
you can choose the file that contains the President/CEQ’s certification (Figure 7-16). Section 1.4
outlines recommendations to consider when attaching a file.

Attachments
OPE ID:111111 - UNIVERSITY OF 10

Please upload the certification signed by the school president

Fields marked with (*) are required
Select File* I;\,SampleCertifiu:atiDn.'oct Browse... |

File Description |President's cerificatian

| save || canceL |

Figure 7-16: Attaching the certification

In the File Description field, simply enter “Certification” or a similar description. When you are
done, select “Save”. This will submit the case to the appropriate Data Managers.

If the timeframe for submitting a NDA case has passed, then the system will display a message
indicating that the case has been rejected due to submission outside of the timeframe.

Once the case is submitted, the Case Details page will be displayed, along with a message
confirming the submission. You will no longer be able to modify the case at this point. The
appropriate Data Managers and Federal Student Aid DPM staff will automatically be notified of
the submitted NDA. Additionally, the status of the case in your Current Cases list will read
“Data Manager Review”, indicating that the case is now available for the data managers to
review.
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When the data managers complete their reviews of the NDA and submit their response, you will
be notified via email. The email will be sent to the email address you specified in your profile.
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8. DATA MANAGER: REVIEW NDA

8.1 Current Cases Page Overview

Log in to the eCDR Appeals system (refer to Chapter 2, “All Users: Navigation” for information
on how to access the system and select a Perspective if needed). Select “Case” from the main
menu and “View Current Cases” from the submenu. This will present you with the Current
Cases page (Figure 8-1).

Current Cases
Data Manager Code:785 - RAVEMNLAW RELIEF

The Official Cycle has started

CoventCohortYear 2006 |
Case# | Case Type | OPEID | School Name | Status | Status Date |
300161 IoC oo108a University of Arkansas at Monticello Closed 0BM 82008
300141 IoC 111111 UNIVERSITY OF 10 Cloged OB/09/2008
2000249 MDA 111111 UNIVERSITY OF 1O Data Manager Review 08/26/2008
Showing 1to 3 of 3

Figure 8-1: Current Cases page

The Current Cases page lists all current cases that you have access to, along with their status
information. When a school submits a NDA for your review, it will appear on this page. If a
case is in “Data Manager Review” status, you have access to review the school’s case, request

more information on an adjustment, and indicate your agreement or disagreement with each
adjustment.

To choose a particular NDA to review, select the case ID number of the desired case. This will
load the Case Details page.

8.2 Case Details Page Overview

Before we discuss the process involved in preparing an New Data Adjustment (NDA), we will
provide an overview of the Case Details page (Figure 8-2). The Case Details page is the focal

point of the NDA review process. From this page, you can view adjustments and eventually
respond to the school.

Version 2.0.1 43 9/16/2008



eCDR Appeals Data Manager: Review NDA
NDA User Guide

Case Details
Data Manager Code:785 - RAVENLAW RELIEF

Print = Detail

Case ;300029 OPEID 111111 Cohort Default Rate :6/54
Case Type : DA Cohort Fiscal Year : 2006

Case Status :Data Manawer  gea0.c pate -08/26/2008

Review

Appeal Sanction : Program Type (FFEL Appeal Outcome :
Certification | SampleCedification bd

| [Adjustment Id =] [ SEARCH || SHOW ALL ADJUSTMENTS | Advanced Search

Adjustment Id ;

Adjustment Id | Borrower Basis of Alleged Error Humber of Effect on Status

- Loans Calculation
100102 111001342 Incarrect enrallment information {e.d. never enrolled in a ] +D 2008 DM_
second school, ete..) revigw
Foo104 111009580 Borrower was granted a revised repayment schedule 3 -B 2006 -B 2004 rl:njeTiew
Showing 1to 2 of 2

Comment ID | Date | Status | Entered By | Comments |
743 Aug 26 08 at 11:40 AM Data Manager Review dpa.onefsa Data Manager Review
T42 Aug 26 08 at 11:40 AM Submitted dpa.one.fsa
741 Aug 26 08 at 11:50 A Ceified 111111 Casge Cedified
740 Aug 26 08 at 11:44 AM Being prepared dpa.onefsa Being Prepared
739 Aug 26 08 at11:44 AM LRDR loaded dpa.onefsa LRDR Loaded
T8 Aug 26 08 at11:44 AM Case Created dpa.onefsa Mew BOA caze created

Showing 6 of 6

Figure 8-2: Case Details page

Agency Information

At the top of the Case Details page, your agency’s code and name are displayed. If you have
access to multiple Perspectives, this information will assist in verifying that you are in the correct
Perspective.

Case Status Information

The current case status information is shown underneath your agency’s code and name. This
information is populated by the system and includes:

e Case: The case ID number, automatically assigned by the eCDR Appeals system.
e Case Type: The type of challenge or appeal (e.g., IDC, NDA, UDA).
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e Case Status: Indicates which phase the case is currently in. See Section 1.3, “NDA
Workflow Phases” for more information on NDA phases. Refer to Chapter 24, “Status
Codes” for a definition of status codes.

e Appeal Sanction: This is used only in the official process, and will be blank for the draft
process.

e OPEID: The OPEID of the institution filing the case.

e Cohort Fiscal Year: The cohort year for which the case is being filed.

e Status Date: Indicates the date of the most recent case status update.

e Program Type: Indicates the type of program the school is taking part in: FFEL, DL, or
FFEL/DL.

e Cohort Default Rate: Indicates the institution’s cohort default rate.

e Appeal Outcome: This is used only in the official process, and will be blank for the draft
process.

e Certification: After the case is submitted, the document certifying the school’s case will
be listed here.

List of Requested Adjustments

The Requested Adjustments table displays a list of school-submitted adjustments that are
associated with your agency. The example case in Figure 8-2 contains two adjustments. The
columns in the Requested Adjustment table are:

e Adjustment ID: The adjustment ID number, automatically assigned by the eCDR
Appeals system.

e Borrower: The social security number (SSN) of the borrower for which the adjustment
has been created.

e Basis of Alleged Error: The reason for the adjustment.

e Number of Loans: Indicates how many loans associated with the specified borrower will
be included in this adjustment.

e Effect on Calculation: Indicates what effect(s) the adjustment would have on the cohort
default rate calculation. Each effect consists of three parts: an add (+) or subtract (-) sign
indicating whether one (1) should be added or subtracted; a letter (N, D, or B) indicating
whether the addition/subtraction should affect the numerator (N), denominator (D), or
both (B); and the cohort year in which the effect is to take place.

e Status: The current status of the adjustment. Refer to Chapter 24, “Status Codes” for a
definition of status codes.

The Requested Adjustments list will display up to 10 adjustments at a time. If there are more
than 10 adjustments in a case, a list of page numbers will be displayed at the top right corner of
the Requested Adjustments list. To view more adjustments, select the desired page number.

The list of adjustments may be sorted according to Adjustment 1D, Borrower SSN, or Basis of
Alleged Error. To sort the Requested Adjustments list, select the desired column header at the
top of the Requested Adjustments table. By default, the list is sorted by Adjustment ID.

Comments

Following the Requested Adjustments table is a comment box and a “Save” button. This form
allows you to add optional comments to your case by typing in the comment field and selecting
“Save”. Comments will be shown in the case history. Anyone who has access to a case can see
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all the comments associated with that case. Once saved, comments cannot be removed, even
prior to case submission. Adding a comment is optional.

History

At the bottom of the page is the History table, which displays the full case history, including
transitions between the various NDA Workflow phases and all comments. The history is
arranged in reverse chronological order, with the most recent status change or comment at the
top of the table. The example case in Figure 8-2 contains six status changes and comments.

8.3 Reviewing a NDA

When a school submits a NDA containing adjustments that affect you as a data manager, then
you will automatically be notified via email about the new NDA. The email will be sent to the
email address specified in your eCDR Appeals profile (see Chapter 5, “Data Manager: Create or
Verify Profile” for information on setting up your profile).

To review a NDA, first open it from the Current Cases page. On the Case Details page, the
Requested Adjustments table will list the adjustments requested by the institution.

Viewing Borrower Information

To examine the loan information for a borrower in an adjustment, select the borrower’s SSN
from the Requested Adjustments table. The Borrower Loans List page will load, displaying a
table that lists the loans associated with that borrower (Figure 8-3).

Borrower Loans List
Borrower's SSM: 111009580
Borrowet's Mame: TRACY Soooos

BACK TO CASE

Loans Usage Code Information

From Loan Official  |Draft Previous | Two Year
Cunent Included |Loan Begin Date |End Date |Guaranty Current |Guaranty R uted Ad]uslmenl Repayment Default Usage |Usage [Year Usage |Previous
inCase |Type School |Agency Date EL
Date Code Code |Code Code

fes Yes 08M19/2002 05M6/2003 04/30/2003  §2,814.00 111111 785 785 70010, 11/2202004 121152005 E

fes es 081 8/2003 0521/2004 09MA/2003 262600 111111 785 7848 700104 11/22i2004 1271512005 E
fes Yes SU 08ME/2003 0521/2004 09ME/2003  §4,000.00 111111 785 785 700104 DF 11/2202004 121152005 E
fes SF 08M18/2002 05162003 04/01/2003 262600 111111 785 DF 11/22i2004 1271512005 B

Figure 8-3: Viewing a borrower's loans

The “From Current LRDR” column identifies loans that are either in the current year's LRDR or
were manually added. If the indicator in that column does not contain a “Yes”, then the loan
record is from one of the previous years’ LRDR or was manually added. You can see the usage
code for the loans, whether current usage code or from previous years, on the right hand side of
the table. You may have to scroll to the right of the page to see the columns.

Please note that the Repayment Date and Default Date columns are populated for current year
loans only. Also, duplicated loans (loans that are counted in the current cohort year and one or
both of the previous cohort years) are easily identifiable as they appear on one of line of the
“Borrower Loans List” table with usage codes from previous years showing in the appropriate
columns (“Previous Year Usage Code” and “Two Year Previous Code™).
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Viewing Adjustment Information

To review an adjustment, go to the Case Details page and select the adjustment ID for the
adjustment you want to review. This will load the Adjustment Details page (Figure 8-4).

Adjustment Details
Data Manager Code:785 - RAVENLAW RELIEF

Request Adjustment ID: 700102

Borrower's SSN: 111001342 Borrower's First Name : DAMNAE Borrower's Last Hame @ Fuooos
Humber of Loans :1 Case Type :NDA
School Input
Basis of Alleged Error Incarrect enrollment information {e.g. never enrolled in a second schoaol, etc..)
Last Date of Attendance (LDA) or Less than Half-Time Date (LHD)
Date Entered Repayment 02 0i200e Date Defaulted
Effect on Calculation 2006 +D Add o denominatar
Supporting Documents
Loan documentation SampleloanDocument.bd
BACK TO CASE

The tahle shows how the loans have heen packaged according to data Managers Return to top
Data Manager Adjustments

DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date |Cummems|
2669 Tas 1 +D 2006 Submitted 08/26:2008  Submitted

Showing 1to 1 of 1|

These are System and User created comments Return to top
Comment ID | Date | Status | Entered By | Comments |
3T03 Aug 26 08 at 11:50 Al Cibl revvieny dpa.one.fsa Ciata Manager Fewiaw
3691 Allg 26 08 at 11:590 Ak Submitted dpa.onefsa Submitted
366A Allg 26 08 at 11:45 Al Created dpa.onefsa Adjustment has heen created
Showing 3 of 3

Figure 8-4: Adjustment Details page

The Adjustment Details page displays information on a specific borrower adjustment requested
by an institution. The fields under the “School Input” heading outline the basic adjustment
requested by the institution, along with any supporting documentation.
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9. DATA MANAGER: REQUEST MORE INFORMATION

9.1 Requesting More Information from the School

Once you have examined the institution’s requested adjustments, you may find it necessary to
request more information from the institution. On the Adjustment Details page, select an
adjustment from the Data Manager Adjustments table. This will load the Data Manager
Adjustment Details page (Figure 9-1).

Data Manager Adjustment Details

Data Manager Code:785 - RAVENLAW RELIEF

RESPOND || REQUEST MORE DATA

Due date to respond to this adjustment is 09/15/2008
Request Adjustment 1D : 700102

Borrower's SSH: 111001342 Borrower's First Name : DANAE Borrower's Last Name : Raooo
Humber of Loans :1 Case Type MDA

School Input
Basis of Alleged Error Incarrect enrallment infarmation (e.g. never enralled in a secand schoal, etc. )
Last Date of Attendance {(LDA) or Less than Half-Time Date {LHD)}
Date Entered Repaymerit 021 2006 Date Defaultted
Effect on Calculation 2006 +0 Add to denominator

DM Input

Fields marked with () are required

DM Response* I vI

Last Date of Attendance {LDA) or Less than Half-Time Date {LHD) |

Date Entered

Repayment* {02/10/2008 Date Defaulted |
Effect on Calculation 2006 =] |+D: Add to denominator -]
MAKE LOAN LEVEL EDITS || CHANGE DATA MANAGER
Data Manager Supporting Documents
School Supporting Documents
Comment d
| savE || BACK TO ADJUSTMENT |

CommentID | Date | status | orgCode | EnteredBy | Comments |
aT0a Alg 26 08 at 2:36 PM Dl revviewy ecdra tester In Data Manager Reviaw
Showing 1 of 1|

Figure 9-1: Data Manager Adjustment Details page
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The Data Manager Adjustment Details page allows you to request more data from the institution.
Select the “Request More Data” button at the top right of the screen to request more information
from the school. You will be provided with a Correspondence page to specify what information
you are requesting from the institution (Figure 9-2).

Correspondence
Data Manager Code:T85 - RAVENLAW RELIEF

Correspondence ﬂ

| REQUEST MORE DATA || CANCEL |

Figure 9-2: Requesting more information from a school

After entering your correspondence with the school, select the “Request More Data” button to
send the request to the school. You will be returned to the Data Manager Adjustment Details
page. In the History table, your information request will appear (Figure 9-3). Also, the status of
the adjustment will be updated to indicate that more data has been requested from the school.

Comment ID| Date | Status |0rgCude| Entered By| Comments |
3709 Aug 26 08 at 2:37 PM ’:E'E'Dgf'ta requested from ecdratester Additional Data Requested from Schoal
3708 Aug 26 08 at 2:37 PM DM review 785 sedratester | 1258 rovide document#123 for this
horrower.
3704 Aug 26 08 at 2236 PM DM review ecdratester In Data Manager Review
3606 :;‘f BOBATTED o pmitted dpa.onefsa Submitted
3670 :r':'ng 26 08 at11:48 Created dpa.onefsa DMAdjustment has heen created
Showing 5 of 5

Figure 9-3: History table with an entry indicating that additional data was requested

An automatic notification will be sent to the school via email to inform them that you have

requested more information. After the school responds to your request, you will also be notified
via email.

Note: After the school has responded to your request, you may repeat this information request
process as often as needed.
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10. SCHOOL: PROVIDE MORE INFORMATION

10.1 When a Data Manager Requests Information

If a data manager determines that more information is necessary before they can produce a
response to one or more of your requested adjustments, they may opt to request more
information through the eCDR Appeals system if there is still time remaining on the school’s 15-
day timeframe. If they elect to take this step, you will receive an email notification indicating
that a data manager has requested information on an adjustment.

Implications for the 15-Day Timeframe

It is important to note that the time period in which the data manager may request additional
supporting documentation does count against the 15-day timeframe for your NDA submission to
the data manager. As an example, if you submit your NDA to the data manager with 10 days left
before the 15-day deadline expires, and the data manager reviews your case for 5 days then
requests more information, that means you have 5 days left in which to respond to the
information request. At the end of the 15-day timeframe, any data manager adjustments with
unanswered information requests will automatically be routed back to the data manager to be
processed as-is.

Please ensure that you submit your NDA to the data manager as early as possible to avoid
complications in providing more information at the last minute.

Responding to the Request

To respond to the data manager’s request for more information, log in to the eCDR Appeals
system. Visit the Current Cases list and select the NDA in question. This will display the Case
Details page. In the Requested Adjustments table, select the adjustment for which the data
manager has requested more information. The Adjustment Details page will load, and the Data
Manager Adjustments table will indicate which data manager has asked for additional data
(Figure 10-1).

The table shows how the loans have been packaged according to data Managers Return to top
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date |Cumments|
Addl data gi'i';“””a'
4074 785 1 -N 2006 -M 2005 ;renqrzesmd 08/29/2008  Requested
fram
zchool Sehodl
Showing 1to 1 of 1

Figure 10-1: DM Adjustments table indicating a request for more data

Select the desired DM Adjustment ID to view the Data Manager Adjustment Details page
(Figure 10-2).
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Data Manager Adjustment Details

OPE ID:111111 - UNIVERSITY OF 10

FWD TO DATA MANAGER

Request Adjustment ID: 700102

Borrower's SSN: 111001342 Borrower's First Hame : DANAE Borrower's Last Name @ Ricooo
Humber of Loans :1 Case Type :NDA
School Input
Basis of Alleged Error Incorrect enrollment information (e.g. never enrolled in a second school, etc.)
Last Date of Attendance (LDA) or Less than Half-Time Date (LHD)
Date Entered Repayment 021072006 Date Defaulted
Effect on Calculation 2006 +D Add to denaminator

School Supporting Documents

Comment ﬂ
| save |[ BACK TO ADJUSTMENT |
Comment ID| Date | Status |0rgCnde| Entered By| Comments |
3709 Aug 26 08 at 2:37 PM ’:gﬁ'ogf'ta requested from ecdratester Additional Data Requested fram School
3708 Aug 26 08 4t 2237 PM DM review 785 ecdratester [ DASE Provide document #1123 for this
harroweer,
3704 Aug 26 08 at 2236 PM DM review ecdratester In Data Manager Review
3606 :;'ng BOBATTED o pmitted dpa.onefsa Submitted
3670 ir':'ng 26 08 at11:46 Created dpa.onefsa DiAdjustment has been created
Showing 5 of 5|

Figure 10-2: Data Manager Adjustment Details page after a data manager requests more information

At the top of the History table, you will find correspondence comments from the data manager
that describe what information is being requested. If you choose to respond to this request by
attaching a document, select the “Attach File” button. A page will load, prompting you to
choose a file to attach and enter its description (Figure 10-3).
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Attachments
OPE ID:111111 - UNIWVERSITY OF 10

Please upload the supporting document for the requested Data Manager adjustment

Fields marked with {*) are reguired
Select File"l Browse...

File Description I

[ save || cANCEL |

Figure 10-3: Attaching supporting documentation

Please consider the recommendations regarding file attachments in Section 1.4 when attaching a

file. Once you are done attaching a file, you will be returned to the Data Manager Adjustment
Details page.

When you have completed your response to the data manager’s request, select the “Fwd to Data
Manager” button at the top right of the page. A Correspondence page will load, allowing you to
enter further information that will be visible to the data manager (Figure 10-4).

Correspondence
OPE ID:111111 - UNIVERSITY OF 10

Correspondence a]

| FWD TO DATA MANAGER || CANCEL |

Figure 10-4: Responding to a data manager

After you have entered your correspondence, select the “Fwd to Data Manager” button. This
will send your response to the data manager. The Adjustment Details page will load, and the
Data Manager Adjustments table will indicate that your response has been sent (Figure 10-5).

The tahle shows how the loans have been packaged according to data Managers Beturn to tap
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date |Cummen15|

Addl Addtional
data Data

4074 785 1 -M 2006 -N 2005 returned 08/29/2008  Returned
fram Fram
schaol School

Showing 1to 10f 1

Figure 10-5: Status indicating that a response has been sent to the data manager
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The eCDR Appeals system will automatically send an email to the data manager, notifying them
that you have responded to their request.

Note: Data managers have the ability to request more information as often as needed. After
responding to a request, it is possible that you may receive more requests for information.
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11. DATA MANAGER: SUBMIT NDA RESPONSE

This chapter describes how to review and modify a NDA after the school has responded to all
outstanding information requests. In addition, it describes how to submit the final NDA response
to the school.

11.1 Viewing Responses to Your Information Requests

If you have requested additional information from the school (as described in Chapter 9) and the
school has responded, you will have received an automatic email notification of their response.
The response and any attached files will appear in the Data Manager Adjustment Details page for
the adjustment in question.

11.2 Modifying an Adjustment

The Data Manager Adjustment Details page details the institution’s requested adjustment.
Figure 11-1 shows the DM Input portion of this page, where you can enter your information into
the adjustment. It provides a form in which you can enter an “Agreed” or “Disagreed” response,
along with your input toward the CDR calculation. You may also edit the adjustment’s loans,
choose a new data manager for this adjustment, attach your supporting documentation, or add a
comment.

DM Inpurt
Fields marked with (%) are required
DM Response*® I vI
Last Date of Attendance (LDA) or Less than Half-Time Date {LHD) |
Date Entered
Ropayment: 021072008 Date Defaulted |
Effect on Calculation 2008 x| [+D: Add to denorminator =]
MAKE LOAN LEVEL EDITS || CHANGE DATA MANAGER |
Data Manager Supporting Documents
School Supporting Documents
Comment ﬂ
| save || BACK TO ADJUSTMENT |

Figure 11-1: DM Input section of the Data Manager Adjustment Details page

After you make a change, click the “Save” button to store the changes. Using “Save” still allows
you to modify your input later.
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Making Loan Level Edits

If the data entered on the Data Manager Adjustment Details page under the DM Input section
does not apply to all of the loans included in the adjustment request, you may make loan level
edits to update the following details for any loan in the adjustment:

e Last Date of Attendance or Less than Half-time Date (LDA/LHD)
e Date Entered Repayment (DER)
e Date Defaulted (DD)

Note: As described in the “Must-Read Information for Data Managers’ section of Chapter 1, the
changes you make to loans in eCDR Appeals are only for documentation purposes and will not

affect the actual loan records. You must still make any necessary changes to the original loan
records in NSLDS.

To edit a loan, select the “Make Loan Level Edits” button on the Data Manager Adjustment
Details page. This will load the Loan Level Edits page (Figure 11-2).

Loan Level Edits
Data Manager Coe:785 - RAVENLAW RELIEF

Request Adjustment 1D ; 700104 Borrower's S5M ;1110058580
Borrower's Name :TRACY  Swooooomn Humber of Loans :3
Case Type MDA

Loan Id | Loan Type | Data Manager | Loan Status | Repayment date | Default Date | CDR Usage 1 |
2000175 5U 784 DF 11/22¢2004 1214672005 E
4000176 SF 784 DF 11/22¢2004 1214672005 E
9000177 su 785 DF 1172272004 1215672005 E
Showing 3 of 3

Figure 11-2: Selecting a loan to edit

The Loan Level Edits page lists the loans associated with the borrower adjustment. To make a
change to a loan, select the desired loan ID to load the Loan Details page (Figure 11-3). Detailed
information on the selected loan will be displayed on this page. The LDA/LHD, DER, and
default date specified by the institution is listed under the “School Input” section of this page.

You may add your own modifications to these details by editing the appropriate fields under the
“Data Manager Input” section.

When you are done making changes to the dates, select the “Save” button to return.
Alternatively, to return without saving your changes, select the “Back” button.
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Loan Details
Data Manager Code:785 - RAVENLAW RELIEF

Loan ID Q000174 Case Type MDA
OPEID {School Code) 111111-UNNERSITY OF 1O Guaranty Agency TE5
Borrower's SSH 1110094580 Borrower's Name  TRACY Saooooon
Loan Type SL-FFEL Stafford Unsubsidized Loan Status DF-Defaulted, Unresalved , was DL
Loan Status Date 121852005 Amount .o
Repayment Date 2004-11-22 Default Date
Begin Class Date 2002-08-19 End Class Date 2003-058-16
Usage Code 1 E-Eligible but not counted

School Input
Last Date of Attendance {LDA) or Less than Half-Time Date {LHD)
Date Entered Repayment 012006 Date Defaulted

Data Manager Input
Fields marked with (") are required

Last Date of Attendance {LDA) or Less than Half-Time Date {LHD) |

Date Entered Repayment * |D1f1 02006 Date Defaulted I

| save || Back |

Figure 11-3: Editing a loan

Changing the Data Manager

If a particular loan is incorrectly identified as belonging to you, select the “Change Data
Manager” button on the Data Manager Adjustment Details page. The Change Data Manager
page will load (Figure 11-4).

Change Data Manager

Data Manager Code:785 - RAVENLAW RELIEF

Request Adjustment ID: 700104 Borrower's SSM 111009580

Borrower's Name :TRACY 500000 Number of Loans :3

Select new DM Code: | j

Loans

Selem| Loan Id | LRDR Loan Id* | Loan Type| Data Manager | Loan Status | Repayment date | Default Date | CDR Usage 1 |
[T 5000175 145191 su 785 DF 112272004 121145/2004 E
[T 5000176 145227 SF 785 DF 1102272004 12145/2004 E
[T 5000177 145198 su 785 DF 1102272004 12145/2004 E

* Dindicates manual loan | Showing 3 of 3

| BACK TO ADJUSTMENT _|

Figure 11-4: Changing the data manager associated with loans
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The Change Data Manager page allows you to select the specific loans that need to be assigned
to a different data manager. Choose the correct data manager from the “Select new DM Code”
dropdown menu. Mark the checkboxes next to the loans that need to be transferred to the
selected data manager. When you are done choosing a data manager and marking loans, select
the “Save” button to make the change. A message will appear, indicating that the change was
successful. You can return to the adjustment by selecting the “Back to Adjustment” button.

Attaching Supporting Documentation

You may optionally attach supporting documentation to an adjustment. To attach a document,
select “Attach File” on the Data Manager Adjustment Details page. The Attachments page will
load (Figure 11-5). Browse to the file you wish to attach to the adjustment, optionally enter a
description, and select “Save”.

Attachments
Data Manager Code:785 - RAVENLAW RELIEF

Please upload the supporting document for the requested Data Manager adjustment

Fields marked with () are required
Select File"l Browse...

File Description I

| save || camceL |

Figure 11-5: Attaching a document

11.3 Submitting Your Response to an Adjustment

Once all reviews and modifications to an adjustment are complete, a Data Manager Response
Manager may send a response to the school. On the Data Manager Adjustment Details page, fill
in any necessary input under the “DM Input” section. Indicate whether you agree or disagree to
the adjustment by selecting the appropriate option from the “DM Response” dropdown menu.
When you are ready to respond, select the “Respond” button at the top right of the screen.

The Adjustment Details page will load. In the Data Manager Adjustments table, the status will
indicate that you have responded, and your specific response will be listed (Figure 11-6).

The tahle shows how the loans have been packaged according to data Managers Return to top
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Response | Status | Status Date | Comments |
[n]|
1025 alala] 1 Adread responded Responded
Showing 1 of 1|

Figure 11-6: Status indicating that a data manager has responded to an adjustment

Your response will be saved in the case file. When all of a school’s data managers have
completed their responses to that school’s NDA, the entire NDA will be forwarded to the school.
The school will then receive an automatic notification via email that all data managers have
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responded to their case. The school will be given an opportunity to request clarification from
each data manager.
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12. SCHOOL: REQUEST CLARIFICATION

12.1 Reviewing Data Manager Responses

Once all data managers have responded to all your requested adjustments, you will receive an
email notification.

Viewing a Response

Log in to eCDR Appeals to see the final responses from the data managers. Select your NDA
from the Current Cases list. Select the appropriate adjustment to bring up the Adjustment Details
page. Select the desired DM Adjustment from the Data Manager Adjustments list on the
Adjustment Details page to view that particular data manager’s response to the adjustment.

Figure 12-1 shows an example of a Data Manager Adjustment Details page after the data
manager has issued their final response to an adjustment. The “School Input” section outlines
your requested adjustments. The “DM Input” section outlines the data manager’s response. All
supporting documentation related to the adjustment will be listed on this page.
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Data Manager Adjustment Details

OPE ID:111111 - UNIVERSITY OF 10

| NO CLARIFICATION NEEDED || REQUEST CLARIFICATION

Clarification must he requested on or hefore 0911052008
Request Adjustment ID: 700102

Borrower's SSM: 111001342 Borrower's First Name : DANAE Borrower's Last Name @ Riooox
Humber of Loans ;1 Case Type MDA
School Input
Basis of Alleged Error Incarrect enrollment infarmation {e.g. never enrolled in a secand school, ete..)
Last Date of Attendance {LDA) or Less than Half-Time Date {LHD})
Date Entered Repayment 0211012006 Date Defaulted
Effect on Calculation 2008 +0 Add to denominator
DM Inpurt
DM Response Adree
Last Date of Attendance (LDA) or Less than Half-Time Date {LHD)
Date Entered Repayment 02 Qr2006 Date Defaulted
Effect on Calculation 2006 +0 Add to denominatar

Data Manager Supporting Documents

School Supporting Documents

Dacument SampleAdditionalinfo.td

[ BACK TO ADJUSTMENT |

Comment ID| Date | Status |0rgCude| Entered By| Comments |
3733 Alg 26 08 at 3:03 PM DM responded ecdratester Responded

TN Alg 26 08 at 3:03 PM Updated 7aa ecdratester DM Adjustment has been updated

3728 Aug 26 08 at 2:03 PM Addl data returned fram schaal dpa.one.fsa Addtional Data Returned From School

ara7 Aug 26 08 at 3:03 PM ’:Srﬁ'ggfta requested from 111111 dpa.onefsa Aftached the requested document.

Addl data requested from

3726 Aug 26 08 at 3:02 PM
school

111111 dpa.onefsa The clarification you requested is attached.

Addl data requested from

3709 Alg 26 08 at 2:37 PM ecdratester Additional Data Reguested from School

school
3708 Aug 26 08 at 2:37 PM DM review 785 ecdratester | 2358 Provide document#123 for this
horrower.
3rns AUg 26 08 at 2:36 PM D review ecdratester In Data Manager Reviaw
2695 iﬁﬂg BOBATTS0 o ited dpa.one.fea Submitted
3670 iﬁﬂg 2608 at11:46 Created dpa.one.fza DMAdjustment has heen created

Showing 10 of 10

Figure 12-1: An adjustment after a data manager has responded
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Requesting Clarification

You will have a certain number of days to request clarification; the deadline will be displayed at
the top of the page. If you require clarification from the data manager regarding their response,
select the “Request Clarification” button at the top right of the page.

A Correspondence page will load (Figure 12-2). Enter your clarification request in the field and
select “Request Clarification”.

Correspondence
OPE ID:111111 - UNIVERSITY OF 10

Correspondence ;|

| REQUEST CLARIFICATION || CAMCEL |

Figure 12-2: Requesting clarification from a data manager

Your clarification request will be forwarded to the data manager, and they will receive an email
notification informing them of your request. When they respond, you will also receive a
notification via email that the response is ready for viewing in eCDR Appeals.
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13. DATA MANAGER: PROVIDE CLARIFICATION

13.1 Clarification Requests

Once a school receives responses from data managers to its NDA, it may opt to request
clarification from some data managers regarding their responses. If a school requests
clarification from you, then you will be notified via email.

Viewing a Clarification Request

If you receive a clarification request, log in to eCDR Appeals. Select the case in question from
the Current Cases list. Select the adjustment for which a clarification has been requested. In the
Data Manager Adjustments table (Figure 13-1), the status will indicate that the school has
requested clarification.

The tahle shows how the loans have been packaged according to data Managers Return ta top
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date | Comments |
3659 785 1 +D 2006 Agree g: ?rﬂncrimn 081262008 g:eat;:r';:tt;”d”
school
Showing 1to 10f 1

Figure 13-1: Adjustment with a clarification request from a school

Select the desired DM Adjustment to view the clarification request. The Data Manager
Adjustment Details page will load (Figure 13-2).
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Data Manager Adjustment Details

Data Manager Code:785 - RAVENLAW RELIEF

RETURN CLARIFICATION |

Clarification must be provided on or before 09/15,2008
Request Adjustment ID: 700102

Borrower's SSM: 111001342 Borrower's First Name : DAMNAE Borrower's Last Name : Fioos
Humber of Loans ;1 Case Type :MDA
School Input
Basis of Alleged Error Incorrect enrallment infarmation {e.g. never enrolled in a second schaal, etc..)
Last Date of Attendance (LDA) or Less than Half-Time Date {LHD)
Date Entered Repayment Q2M 02008 Date Defaulted
Effect on Calculation 2006 +D Add to denominatar
DM Input
DM Response Agree
Last Date of Attendance (LDA) or Less than Half-Time Date {LHD)
Date Entered Repayment Q2M 02008 Date Defaulted
Effect on Calculation 2006 +0 Add to denominator

Data Manager Supporting Documents

School Supporting Documents

Document SampleAdditionalinfo. b

Comment ﬂ

[ save || BACK TO ADJUSTMENT |
Comment ID| Date | Status |0rgCude| Entered By| Comments |
ar4n Alg 26 08 at 3:29 PM Clarification req from school dpa.onefsa Clarification Requested
araa AUg 2608 at 329 PM DM respaonded 111111 dpa.onefza
ara3 AUg 26 08 at 303 PM Od respaonded ecdratester Responded
EXich AUg 26 08 at 303 PM Updated Tas ecdratester O Adjustment has been updated

Figure 13-2: Viewing a Data Manager Adjustment with a clarification request

The school’s correspondence regarding the clarification request will be at the top of the History
table (an example History is shown at the bottom of Figure 13-2). Select the “Return
Clarification” button at the top right of the page to respond to this request.
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Correspondence

Data Manager Code 785 - RAVENLAW RELIEF

Correspondence

Figure 13-3: Responding to a clarification request

A Correspondence page will load (Figure 13-3). Enter your response to the school in the
Correspondence field, and select “Return Clarification”. Your response will be sent to the

school, and the school will receive an automatic email notification informing them that you have
replied.
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14. SCHOOL: SUBMIT NDA TO DPM

This chapter describes how to end the clarification request phase between the Data Manager and
the School. The process of either submitting the NDA to Federal Student Aid DPM or
withdrawing the NDA is also explained.

14.1 Ending Clarification Requests

Once all clarification requests, if any, have been satisfied by replies from data managers, you
may specify that no further data manager clarification is required. To do so, open the Case
Details page and select the “No Clarification Needed” button, shown at top right in Figure 14-1.

Case Details
QPE ID:111111 - UNIVERSITY OF 1D

Print ™= Detail

| NO CLARIFICATION NEEDED |

Case ;300029 OPEID 111111 Cohort Default Rate 5/54
Case Type : MDA Cohort Fiscal Year : 2006

Case Status All data managers
have responded

Appeal Sanction : Program Type (FFEL Appeal Outcome :

Status Date :03/26/2008

Certification | SampleCertification td

| |Adjustment|d | | SEARCH |[ SHOW ALL ADJUSTMENTS | Advanced Search
ReuestedAdustments | 1]
Adjustment Id | Borrower Basis of Alleqed Error Humber of Effect u_n Status
- asis of Alleed LIToT Loans Calculation
700102 111001 342 Incorrect enrallment information {e.q. never enrolled in a q +D 2006 D
second schaoal, etc..) responded
Foo104 111009520 Borrowerwas granted a revised repayment schedule 3 -B 2006 -B 2004 DM
responded
Showing 1to 2 of 2

Comment 1D | Date | Status | Entered By | Comments |
T44 Aug 26 08 at 303 PM All data managers have responded ecdratester  All Data Managers have responded
743 Aug 26 08 at 11:50 A Data Manager Rewview dpa.onefsa Data Manager Review
T42 Aug 26 08 at 11:50 AM Submitted dpa.one.fsa
7H Aug 26 08 at 11:50 Ad Certified 111111 Cage Certified
T40 Aug 26 08 at11:44 AM Being prepared dpa.onefsa  Being Prepared
7349 Aug 26 08 at11:44 AM LRDR loaded dpa.onefsa LRDR Loaded
738 Aug 26 08 at 11:44 A Case Created dpa.onefsa  Mew NDA case created
Showing 7 of 7

Figure 14-1: Case Details page with No Clarification Needed button
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A confirmation page will load (Figure 14-2), verifying whether you are certain no further
clarification from data managers will be required for this case.

School: Submit NDA to DPM

No Clarification Needed Confirmation
OPE ID:111111 - UNIVERSITY OF 10

Once the case is processed as ‘No Clarification Needed', you will no longer be ahle to request clarification from the Data Managers
for any DM Adjustment. If you are sure, please click on "Mo Clarification Needed®, otherwise, click on Cancel.

| NO CLARIFICATION NEEDED || CANCEL |

Figure 14-2: Verifying that no further clarification will be needed

Once you confirm that no further clarification will be needed in the future by selecting “No
Clarification Needed”, the NDA will be put in “Case in Rework™ status. At this point, you may

elect to submit the perfected NDA to Federal Student Aid DPM, or withdraw your NDA from
consideration.

14.2 Submitting a Perfected NDA

Once your NDA has been completed and has been marked as “Case in Rework”, you may submit

it to Federal Student Aid DPM. Figure 14-3 shows the top portion of the Case Details page for a
NDA.

Case Details
QOPE ID:111111 - UNIVERSITY OF 10

Print. = Detail
| SUBMIT CASE TO FSA || WITHDRAW CASE

Case ;300029 OPEID 111111 Cohort Default Rate (6154
Case Type : MDA Cohort Fiscal Year : 2006

Case Status Case in rework Status Date 05262008

Appeal Sanction Program Type FFEL Appeal Outcome ;

Certification : SarnpleCedification .t

| |Adjustment|d | | SEARCH || SHOW ALL ADJUSTMENTS | Advanced Search
RequestedAdjustments | 1]
Adjustment ld ;
Adjustiment Id | Borrower Basis of Alleged Error Number of Effect on Status
Fe Loans Calculation
700102 111001342 Incarrect enroliment infarmation (e.q. never enralled in a 1 +D 2008 Cibl
second school, ete..) responded
Foo1o4 111009580 Borrowwer was granted a revised repayment schedule 3 -B 2006 -B 20045 Dm
responded
Showing 110 2 of 2

Figure 14-3: A case ready for submission or withdrawal

To begin your submission, select the “Submit Case to FSA” button. A confirmation page will

load, providing a checklist of items to review before proceeding with the submission (Figure
14-4).
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Case Preview
OPE ID:111111 - UNIVERSITY OF 10

Reminders

» Please make sure you have identified all horrower information that you wish to Challenge or Appeal

» Please remember that once you have submitted the case, you can no longer add additional borrowers or adjustments

» Please make sure you have attached all the necessary supporting documents

« You have to attach the CEO or President's signed certificate claiming that the data you entered is correct once you click OK

Figure 14-4: Case Preview confirmation page

If you are ready to submit the case, click “OK”. You will be required to attach a certification
from the President or CEO of your institution, stating that the information contained within the
NDA is correct.

Once your case has been submitted, Federal Student Aid DPM will review it. Upon completion
of review, you will receive an automated email notification from eCDR Appeals, notifying you
that DPM has made a decision.

14.3 Withdrawing a NDA

If you elect to withdraw your NDA without submitting it, select the “Withdraw Case” button on
the Case Details screen. A confirmation page will load, prompting you to verify the withdrawal
of the case (Figure 14-5).

Request More Information
OFE ID:111111 - UNIVERSITY OF 10

Are you sure you want to Withdraw the case with id 300029

| WITHDRAW CASE || CANCEL |

Figure 14-5: Withdrawing a NDA

If you wish to withdraw the case, select the “Withdraw Case” button. To return to the Case
Details page without withdrawing your case, select the “Cancel” button. Once you withdraw
your case, you will be unable to submit it.
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15. DPM: REVIEW NDA

15.1 Current Cases Page Overview

Log in to the eCDR Appeals system (refer to Chapter 2, “All Users: Navigation” for information
on how to access the system and select a Perspective if needed). Select “Case” from the main
menu and “View Current Cases” from the submenu. This will present you with the Current
Cases page (Figure 15-1). DPM Case Managers and Case Workers will have a slightly different
view of the list.

Current Cases
Federal Student Aid:995999100 - DEFAULT PREVENTION MANAGEMENT

The Official Cycle has started

Case# |Case Type| OPEID | School Name | Status |Status Date| Assigned To |
Mot vet Assigned

300029 MND& 111111 UNIVERSITY OF 10 Perfactedifvailable for FSA Review D8/26i2008
300141 1DC 111111 UNIVERSITY OF 10 Closed nEmeinng ECdratester

Showing 1to 2 of 2

Figure 15-1: Current Cases page as seen by a Case Manager or Administrator

Figure 15-1 illustrates an example Current Cases page as seen by a DPM Case Manager or
Administrator. In the “Assigned To” column of the case list, the Case Manager has the ability to
assign the case to a particular Case Worker. If the case is already assigned, the name of the
assignee will also be displayed here.

Current Cases
Federal Student Aid:99999100 - DEFAULT PREVENTION MANAGEMENT

The Official Cycle has started

e e |

Case# |Case Type| OPEID | School Hame | Status |5tatus Date| Assigned To |

Mot Yet Azsigned
300029 MDA 111111 UNIVERSITY OF 10 Perfecteditvailable for FSA Review 087262005 | SELF ASSIGN
200141 DG 111111 UNKERSITY OF 10 Closad nEMmarzong  SCdratester

Showing 1to 2 of 2

Figure 15-2: Current Cases page as seen by a Case Worker
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Figure 15-2 shows the Current Cases page from a Case Worker’s perspective. The difference
lies in the “Assigned To” column: the Case Worker may only assign themselves to a case, and
cannot assign another Case Worker to it.

The Current Cases page lists all current cases that you have access to, along with their status
information. To choose a particular NDA to review, select the case ID number of the desired
case. This will load the Case Details page.

15.2 Case Details Page Overview

The Case Details page (Figure 15-3) is the focal point of the NDA review process. From this
page, you can view the overall status of a case, along with its individual adjustments, data
manager input, borrowers, loans, status history and comments.
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Case Details
Federal Student Aid:99999100 - DEFAULT PREVYENTION MANAGEMENT

Print ™= Detail

FWD TO CASE MANAGER

Case 300029 OPEID 111111 Cohort Default Rate 654
Case Type : MDA Cohort Fiscal Year : 2006

Case Status Caseworker Status Date :03/26/2008

review

Appeal Sanction : Program Type FFEL Appeal Qutcome :

Certification - SampleCerdification td
SampleCedification bd

| [Adjustment1d =] | SEARCH || SHOW ALL ADJUSTMENTS | Advanced Search
e I |
Adjustment|d | Borrower ;

Adjustment I | Borrower Basis of Alleged Error Number of Effect on Status

- Loans Calculation
700102 111001 342 Incarrect enrollment information (e.q. never enrolled in a ] +D 2006 In c_ase wrker
second school, ete.) rei e
700104 111008580 Borrowerwas granted a revised repayment schedule 3 -B 2006 -B 2005 'rr;\f;z\f warker
Showing 1to 2 of 2

Comment ﬂ

B

| save |[ canceL |

Comment ID | Date | Status | Entered By | Comments |
748 Aug 2608 at 3:42 P Caseworker review ecdratester Casewoarker review
747 Aug 26 08 at 3:41 P Perfectedifvailable for FSA Review dpa.onefsa  Availahle for FSA Review
T46 Aug 26 08 at 3:41 P Case in reswork dpa.onefsa  Case recedified
7445 Aug 26 08 at 3:40 P Case in reswork dpa.onefsa  Casein rework
T44 Aug 26 08 at 3:03 Pm All data managers have responded ecdratester Al Data Managers have responded
743 Aug 26 08 at 11:50 Al Data Manager Review dpa.onefsa  Data Manager Review
T42 Aug 26 08 at 11:50 Al Submitted dpa.one.fsa
7H Aug 26 08 at 11:50 AM Certified 111111 Case Certified
740 Aug 26 08 at 11:44 Al Being prepared dpa.onefsa  Being Prepared
7349 Aug 26 08 at 11:44 Al LRDR loaded dpa.onefsa  LRDR Loaded
738 Aug 26 08 at 11:44 Al Case Created dpa.onefsa MNew NDA case created
Showing 11 of 11

Figure 15-3: Case Details page
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Organization Information

At the top of the Case Details page, the DPM organization code and name are displayed. If you
have access to multiple Perspectives, this information will assist in verifying that you are in the
correct Perspective.

Case Status Information

The current case status information is shown underneath the Federal Student Aid DPM code and
name. This information is populated by the system and includes:

e Case: The case ID number, automatically assigned by the eCDR Appeals system.

e Case Type: The type of challenge or appeal (e.g., IDC, NDA, UDA).

e Case Status: Indicates which phase the case is currently in. See Section 1.3, “NDA
Workflow Phases” for more information on NDA phases. Refer to Chapter 24, “Status
Codes” for a definition of status codes.

e Appeal Sanction: This is used only in the official process, and will be blank for the draft

process.

OPEID: The OPEID of the institution filing the case.

Cohort Fiscal Year: The cohort year for which the case is being filed.

Status Date: Indicates the date of the most recent case status update.

Program Type: Indicates the type of program the school is taking part in: FFEL, DL, or

FFEL/DL.

Cohort Default Rate: Indicates the institution’s cohort default rate.

e Appeal Outcome: This is used only in the official process, and will be blank for the draft
process.

e Certification: After the case is submitted, the document certifying the school’s case will
be listed here.

List of Requested Adjustments

The Requested Adjustments table displays a list of adjustments that are associated with the
NDA. The example case in Figure 15-3 contains two adjustments. The columns in the
Requested Adjustment table are:

e Adjustment Record: The adjustment ID number, automatically assigned by the eCDR
Appeals system.

e Borrower: The social security number (SSN) of the borrower for which the adjustment
has been created.

e Basis of Alleged Error: The reason for the adjustment.

e Number of Loans: Indicates how many loans associated with the specified borrower will
be included in this adjustment.

e Effect on Calculation: Indicates what effect(s) the adjustment would have on the cohort
default rate calculation. Each effect consists of three parts: an add (+) or subtract (-) sign
indicating whether one (1) should be added or subtracted; a letter (N, D, or B) indicating
whether the addition/subtraction should affect the numerator (N), denominator (D), or
both (B); and the cohort year in which the effect is to take place.

e Status: The current status of the adjustment. Refer to Chapter 24, “Status Codes” for a
definition of status codes.
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Comments

Following the Requested Adjustments table is a comment box and a “Save” button. This form
allows you to add optional comments to your case by typing in the comment field and selecting
“Save”. Comments will be shown in the case history. Anyone who has access to a case can see
all the comments associated with that case. Once saved, comments cannot be removed, even
prior to case submission. Adding a comment is optional.

History

At the bottom of the page is the History table, which displays the full case history, including
transitions between the various NDA Workflow phases and all comments. The history is
arranged in reverse chronological order, with the most recent status change or comment at the
top of the table. The example case in Figure 15-3 contains 11 status changes and comments.

15.3 Reviewing a NDA

After a school submits a perfected NDA, Federal Student Aid DPM will automatically be
notified via email that the NDA is ready for review. The email will be sent to the email address
specified in the Federal Student Aid DPM eCDR Appeals profile.

To review a NDA, first open it from the Current Cases page. To do this, select the desired case
number from the Current Cases list. The Case Details page for the selected NDA will load. On
the Case Details page, the Requested Adjustments table will list the adjustments requested by the
institution.

Viewing Borrower Information

To examine the loan information for a borrower in an adjustment, select the borrower’s SSN
from the Requested Adjustments table. The Borrower Loans List page will load, displaying a
table that lists the loans associated with that borrower (Figure 15-4).

Borrower Loans List
Baorrower's G5M: 111001342
Borrower's Mame: DAMAE Raooox

BACK TO CASE

Loans Usage Code Information

From Loan Oﬂ'mal Draft Previous Two Year
Cumant Included Loan Begin Date E——— Current |Guaranty Rm - n(llustment . Repaymem Default s ear Usage |Previous
Case School |Agency
RDR Date CD(’E Code Code Code
=3 e

08182003 052172004 121102003 §4,000.00 111111 784 0202152005
08182003 052152004 12M10/2003  $2,625.00 111111 784 700102 (0202142005

‘e

Figure 15-4: Viewing a borrower's loans

The “From Current Year” column identifies loans that are either in the current year's LRDR or
were manually added. If there is no “Yes” indicator in that column, the loan record is from one
of the previous years’ LRDR. You can see the usage code for the loans, whether current usage
code or from previous years, on the right hand side of the table. You may have to scroll to the
right of the page to see the columns.

Please note that the Repayment Date and Default Date columns are populated for current year
loans only. Also, duplicated loans (loans that are counted in the current cohort year and one or
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both of the previous cohort years) are easily identifiable as they appear on one of line of the
“Borrower Loans List” table with usage codes from previous years showing in the appropriate
columns (“Previous Year Usage Code” and “Two Year Previous Code™).

Viewing Adjustment Information

To review an adjustment, go to the Case Details page and select the adjustment ID for the
adjustment you want to review. This will load the Adjustment Details page (Figure 15-5).

Adjustment Details
Federal Student Aid:99999100 - DEFAULT PREVENTION MANAGEMENT

Request Adjustment ID : 700001

Borrower's SSN: 111009530 Borrower's First Hame : TRACY Borrower's Last Name @ 50000
Humber of Loans :3 Case Type (MDA
School Input

Basis of Alleged Error Barrower was granted a revised repayment schedule
Last Date of Attendance {LDA) or Less than Half-Time Date (LHD)
Date Entered Repayinent 03M 62006 Date Defaulted

2006 -M Subtract from numerator
Effect on Calculation 2004 -M Subtract from numerator

2004 -M Subtract from numerator

FSA Input

Fields marked with (") are compulsory

Cumulative Effects on Calculation | opg x| |- Subtract from nurmerator

2005 x| |-N: Subtract from numeratar

KN (KN K

2004 ~||-N: Subtract from numeratar

MAKE LOAN LEVEL EDITS |

Supporting Documents

The comments{if any) have heen saved in the history tahle at the bottom of this page

Comment d
i
The table shows how the loans have heen packaged according to data Managers Return to top
DM Adjustment ID_ | DM Code | Mumber of Ioans | Effects | Response |Status| Status Date |Comments |
In In
1023 785 3 o RE N A0S e fase 09032008  caseworker
rewienw review
Showing 1to 1 of 1|
These are System and User created comments Return to top
Comment ID | Date | Status | Entered By | Comments |
1104 Sep 308 at4:13 FM In case warker review testuser In Casewarker review
1094 Sep308atd17PM Available for case warker testuser Available for Case Woarker review
1078 Sep 308 atd 13 PM O responded testuser Adjustment status updated
1048 Sep 308 at4:12 PM it revvi e testuser Diata Manager Feview
10349 Sep308atd412PM Submitted testuser Submitted
1018 Sep 308 at4:11 PM Created testuser Adjustrment has been created

Showing 6 of 6|

FSA Comments History

Comment ID |  pate | Status | Entered By | Comments |
Showing 0 of 0|

Figure 15-5: Adjustment Details page
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The Adjustment Details page displays information on a borrower adjustment requested by an
institution. The borrower’s personal information and number of loans in the adjustment are
displayed at the top of the page.

The fields under the “School Input” heading outline the basic adjustment requested by the
institution. These fields are described in more detail in the next section.

Supporting documents provided by the school are listed under the “Supporting Documents”
section of the Adjustment Details page.

The Data Manager Adjustments table provides links to each data manager’s response to the
adjustment. Selecting one of these links will load the Data Manager Adjustment Details page,
showing the data manager’s detailed response to an adjustment.

The School/System Comments History table outlines the history of the adjustment and displays
any comments that were previously added by the school and data managers. The most recent
comment is listed at the top. The FSA Comments History table lists comments added by DPM
Case Workers regarding the adjustment.

Entering the FSA Input

The Adjustment Details page allows you to modify the effects on calculation and update the loan
data as needed. If the given Cumulative Effects on Calculation under the FSA Input heading are
acceptable, click “Save” to accept them. You may also adjust the effects by selecting the
appropriate values from the dropdown boxes.

Important Note: Even if the provided Cumulative Effects on Calculation values are acceptable
and require no modification, you must still click the “Save™ button to accept them. If you do not
click “Save”, then the eCDR Appeals system will not save the effects data for FSA and the
system will treat the borrower record as if it had no effects at all on the CDR calculation.

In addition to updating the effects, you may also update loan data if necessary. To do so, click
“Make Loan Level Edits”. This will load the Loan Level Edits page (Figure 15-6).

Loan Level Edits

Federal Student Aid:99999100 - DEFAULT PREYENTION MANAGEMENT

Request Adjustment ID: 700002 Borrower's SSN:111223333
Borrower's Name :loe Schmoe Humber of Loans :1
Case Type :NDA

Loan Id | Loan Type | Data Manager | Loan Status | Repayment date | Default Date | CDR Usage 1 |
a000004 D2 555 DA, 01012006
Showing 1 of 1|

Figure 15-6: Loan Level Edits page

Version 2.0.1 74 9/16/2008




eCDR Appeals
NDA User Guide

DPM: Review NDA

The Loan Level Edits page allows you to choose which loan you wish to edit. Clicking on a loan

ID number will bring up the Loan Details page for that loan (Figure 15-7).

Loan Details
Federal Student Aid:99959100 - DEFAULT PREVENTION MANAGEMENT

Loan ID qoooond Case Type MDA

OPEID {School Code) 333333-CALLISTO COLLEGE Guaranty Agency

Borrower's S5H 111223333 Borrower's Mame  Joe Schmoe
Loan Type D2-Direct Stafford Unsubsidized Loan Status DA-Deferred
Loan Status Date Amount 0.0
Repayment Date 2006-01-01 Default Date

Begin Class Date 2005-01-01 End Class Date 2006-01-01

Usage Code 1

School Input
Last Date of Attendance (LDA) or Less than Half-Time Date {LHD)
Date Entered Repayment 0112008 Date Defaulted

Data Manager Input
Last Date of Attendance {LDA) or Less than Half-Time Date {LHD)
Date Entered Repayment 0170172008 Date Defaulted

Federal Student Aid Input
Fields marked with (") are required

Last Date of Attendance {LDA) or Less than Half-Time Date {LHD) |

Date Entered Repayment * |D1,.“D1,’20EIE Date Defaulted I

| save || BACK TO ADJUSTMENT |

Figure 15-7: Loan Details page

On the Loan Details page, you may view loan details and update the LDA/LHD, DER, or default

date on a loan.

Note: Any changes to loans in eCDR Appeals will not affect the official loan records in NSLDS.
Changes made to loans in eCDR Appeals are for NDA case documentation purposes only. If the
official loan records need updating, that task must be performed separately in NSLDS.

15.4 Withdrawn NDAs

If a school initiated a NDA and submitted it to the data managers, but later decided to withdraw
their NDA, the withdrawn case will still be visible to DPM in the Current Cases list. You may
open and review the withdrawn NDA, but you will not be able to perform any functions on it.

The school will not be allowed to submit the withdrawn NDA.
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16. DPM: REQUEST MORE INFORMATION

16.1 Requesting More Information from a Data Manager

Once you have examined the NDA and the data managers’ responses to the school, you may find
it necessary to request further information from a data manager. To request more information,
go to the Adjustment Details page and select an adjustment ID from the Data Manager
Adjustments list. This will load the Data Manager Adjustment Details page (Figure 16-1).

Data Manager Adjustment Details

Federal Student Aid:99999100 - DEFAULT PREVENTION MANAGEMENT

[ FSA REVIEW COMPLETE |[REQUEST MORE DATA FROM DM

Request Adjustment 1D ; 700001

Borrower's SSHN: 111009580 Borrower's First Hame : TRACY Borrower's Last Hame @ Do
Mumhber of Loans :3 Case Type :HDA
School Input

Basis of Alleged Error Borrowerwas granted a revised repayment schedule
Last Date of Attendance {LDA) or Less than Half-Time Date (LHD)
Date Entered Repayment 03162006 Date Defaulted

2006 - Subtract fram numeratar
Effect on Calculation 2004 -M Subtract fram numerator

2004 - Subtract from nurmeratar

DM Input

DM Response Adres
Last Date of Attendance {LDA) or Less than Half-Time Date (LHD)
Date Entered Repayment 031 BI2006 Date Defaulted

2006 -M Subtract fram numerator
Effect on Calculation 2005 - Subtract from nurmeratar

2004 -M Subtract fram numerator

Data Manager Supporting Documents

School Supporting Documents

Comment d
H
[ save || BACK TO ADJUSTMENT |
Comment ID | Date | Status | orgcode | Entered By | Comments |
1108 Sep 308 atd 18 PM In case worker rewiew testuser In caseworker review
1088 Sep 308 atd17 PM Available for case worker testuser Awailable for casewarker revie
1075 Sep 308 at4:13 P D responded testuser Responded
1071 Sep 308 at4:13 P Updated Ta5 testuser O Adjustment has been updated
1067 Sep3023atd 12 Pm Updated Taa testuser Dl Adjustment has heen updated
1064 Sep302atd 12 pPm Dbl renienn testuser In Data Manager Review
1044 Sep30datd 1z pPm Submitted testuser Submitted
1024 Sep 308 at4:11FM Created testuser DMAdjustment has been created
Showing 8 of 8

Figure 16-1: Data Manager Adjustment Details page
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The Data Manager Adjustment Details page allows you to request more information from the
data manager. Select the “Request More Data from DM” button at the top right of the screen to
request more information from the data manager. You will be provided with a Correspondence
page to specify what information you are requesting from the data manager (Figure 16-2).

Correspondence

Federal Student Aid:99999100 - DEFAULT PREVENTION MANAGEMENT

Correspondence Flease provide a TP report for this adjustment (with cowver sheet) .

[REQUEST MORE DATA FROM DM || CANCEL |

-

[

Figure 16-2: Requesting more information from a Data Manager

After entering your correspondence with the data manager, select the “Request More Data from
DM?” button to send the request to the data manager. You will be returned to the Adjustment
Details page. In the Data Manager Adjustments table, the status of the adjustment will indicate

that more data has been requested from the data manager (Figure 16-3).

The tahle shows how the loans have been packaged according to data Managers

Feturn to top
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date |Cumments|
Additional
Addl data Ciata
1023 785 k] M 2006 -M 2005 - Agree requested 08/04/2008  Requested
M 2004
frorm D from Data
Manager

Showing 1to0 1 of 1

Figure 16-3: DM Adjustments list indicating that more data has been requested

An automatic notification will be sent to the data manager via email to inform them that you
have requested more information. After the data manager responds to your request, you will also

be notified via email.

Note: You may repeat this information request process as often as needed after the data manager

has responded to your most recent request.
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17. DATA MANAGER: PROVIDE MORE
INFORMATION

17.1 When DPM Requests Information

If Federal Student Aid Default Prevention and Management determines that more information is
necessary before they can finalize a NDA, they may opt to request more information through the
eCDR Appeals system. If they elect to take this step, you will receive an email notification
indicating that DPM has requested more information on an adjustment.

Responding to the Request

To respond to DPM’s request for more information, log in to the eCDR Appeals system. Visit
the Current Cases list and select the NDA in question. This will display the Case Details page.
In the Requested Adjustments table, select the adjustment for which DPM has requested more
information. The Adjustment Details page will load, and the Data Manager Adjustments table
will indicate that DPM has asked for additional data (Figure 17-1).

The table shows how the loans have been packaged according to data Managers Return to to
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date |Cummems|
Additional
Addl data Data
1023 785 3 - 2008 -M 2005 - Agree requested 08/04/2008 Requested
M 2004
from O from Data
Manager
Showing 1to 10f 1

Figure 17-1: DM Adjustments list indicating that more data has been requested

Select the desired DM Adjustment ID to view the Data Manager Adjustment Details page. The
History table will show comments from DPM, if any, regarding the request for more
information.

Updating your Response

You may modify your response to the adjustment if necessary. Make your changes under the
“DM Input” section of the Data Manager Adjustment Details page, and select “Save” when you
are done.

Submitting your Response

At the top of the Data Manager Adjustment Details page, there will be an “Fwd to FSA” button
(Figure 17-2).
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Data Manager Adjustment Details

Data Manager: Provide More Information

Data Manager Code:785 - RAVENLAW RELIEF

FWD TO FSA

Request Adjustment ID : 700001

Borrower's SSN: 111009530 Borrower's First Hame : TRACY

Borrower's Last Name @ Smooooo
Humber of Loans :3

Case Type ;MDA

Figure 17-2: DM Adjustment Details page with ""Fwd to FSA" button

When you have finished modifying your response and are ready to send your response to DPM,

select the “Fwd to FSA” button. A Correspondence page will load, allowing you to enter a
response to DPM (Figure 17-3).

Correspondence
Data Manager Code:785 - RAVENLAW RELIEF

Correspondence |Tpis js the information vou redquested. ;I

| FwD TO FSA || cANCEL |

Figure 17-3: Responding to Federal Student Aid DPM

After you have entered your correspondence, select the “Fwd to FSA” button. This will send
your response to DPM. DPM will be notified via email that you have responded. The

Adjustment Details page will load, and the Data Manager Adjustments table will indicate that
your response has been sent (Figure 17-4).

The tahle shows how the loans have heen packaged according to data Managers Return to top
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date |Cumments|
Additional
Additional Data
-M 2006 -M 2005 - data Reguest
A 785 3 M 2004 Agree returned 03i04/2008 Returned
fay O fram Data
Manager
Showing 1to 1 0of 1

Figure 17-4: Status indicating that a response has been sent to DPM

Note: DPM has the ability to request more information as often as needed. After responding to a
request, it is possible that you may receive more requests for information.
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18. DPM: FINALIZE NDA

This chapter explains the processes followed by Federal Student Aid DPM to perform final
reviews, cohort default rate calculation, decision letter creation, and case closure.

18.1 Reviewing the NDA (Case Worker)

Chapter 15 describes the methods involved in reviewing a NDA. Chapters 16 and 17 explain the
process in which DPM may request more information on an adjustment from a data manager.
This section explains how to view data manager responses, marking adjustments as complete,
and forwarding the case to a Case Manager.

Viewing Responses to Your Information Requests

If you requested additional information from the data manager and they responded, you will have
received an automatic email notification of their response. The email indicates which data
manager has responded and to which adjustment it pertains. To view the response, log in to
eCDR Appeals and open the Data Manager Adjustment Details page for the adjustment in
question.

Completing Review of a Data Manager Adjustment

Once it is determined that a data manager adjustment is acceptable, open the Data Manager
Adjustment Details page for that adjustment (Figure 18-1).

Data Manager Adjustment Details

Federal Student Aid:99999100 - DEFAULT PREVENTION MANAGEMENT

[ FSA REVIEW COMPLETE |[REQUEST MORE DATA FROM DM |

Request Adjustment 1D ; 700001
Borrower's SSH: 111009380 Borrower's First Hame : TRACY Borrower's Last Hame : Sxooooo0
Humber of Loans :3 Case Type ;MDA

Figure 18-1: Top portion of the DM Adjustment Details page

Select the “FSA Review Complete” button at the top right of the page. You will be returned to
the Adjustment Details page, and the completed data manager adjustment in the Data Manager
Adjustments table will be marked as complete (Figure 18-2).

The table shows how the loans have been packaged according to data Managers Return to top
Data Manager Adjustments
DM Adjustment ID | DM Code | Number of loans | Effects | Response | Status | Status Date | Comments |
Case
Cazewarker
1023 785 3 "N 2006 -N 2005 - e WOMKEE 00412008 review
M 2004 reviaw
camplete
camplete
Showing 1to 1 of 1

Figure 18-2: DM Adjustments table indicating that the review is complete
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Forwarding to a Case Manager

Once all adjustments in a case have been reviewed and the case is ready for Case Manager QC
review, go to the Case Details page. Select the “Fwd to Case Manager” button at the top right of
the Case Details page. This will place the case in “Available for Case Manager Review” status,
at which point a Case Manager may self-assign the case for QC review.

If there are any Data Manager Adjustments that were not marked as complete, the case will not
be forwarded and an error message will be displayed.

18.2 Reviewing the NDA (Case Manager)

Self-Assigning a Case

When a case is available for QC review, it will appear in the list on the Current Cases page with
a status of “Available for Case Manager review”. Additionally, a “Self Assign” button will
appear next to the case. See Figure 18-3 for an example.

300000 MDA 111111 UNIWERSITY OF 1O Available for case manager review  09/04/2008 | SELF ASSIGN

Figure 18-3: NDA available for a Case Manager QC review

To assign the case to yourself, click the “Self Assign” button. The Current Cases page will
reload, and the status of the case will now read “Case Manager review”. At this point, you may
access the case for review by clicking on the case ID number.

Reviewing the Case

See Chapter 15 for an overview of the eCDR Appeals interface used to review a case. As you
review each Data Manager Adjustment, the Data Manager Adjustment Details page (Figure
18-4) will offer two options regarding Case Worker review:

e Case Worker Review Required
e Case Worker Review Not Required

If the adjustment is in need of further review by the Case Worker, select the “Case Worker
Review Required” option and click the “Save” button.
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Data Manager Adjustment Details

Federal Student Aid:99999100 - DEFAULT PREVENTION MANAGEMENT

Request Adjustment ID : 700000

Borrower's SSH: 111001342 Borrower's First Hame : DAMNAE Borrower's Last Hame : Rwooom
Humber of Loans :1 Case Type ;MDA
School Input
Basis of Alleged Error Incorrect date entered repayment
Last Date of Attendance {LDA) or Less than Half-Time Date (LHD)
Date Entered Repayment 01012008 Date Defaulted
2006 -B Subtract frorm both numerator and denominator
Effect on Calculation 2005 -B Subtract from both numerator and denominatar
2004 -B Subtract frorm both numerator and denominator
DM Inpurt
DM Response AQree
Last Date of Attendance (LDA) or Less than Half-Time Date (LHD)
Date Entered Repayment 01012008 Date Defaulted
2008 -B Subtract from both numerator and denominator
Effect on Calculation 2005 -B Suhbtract frorm bath numerator and denominatar
2004 -B Subtract frorm both numerator and denominator

 Caze Worker Review Required
% Caze Warker Review Mot Requirad

Data Manager Supporting Documents

School Supporting Documents

Comment ﬂ

| save || BACK TO ADJUSTMENT |

Figure 18-4: Top portion of the Data Manager Adjustment Details page during QC review

Returning the Case for Additional Work

If the case needs further work by a Case Worker before the cohort default rate calculation or
decision letter creation may take place, it can be returned. To return a case to the Case Worker
that originally reviewed it, load the Case Details page. Click on the “Back to Case Worker”
button located at the top right of the page.

Routing to a Case Worker

If the case has passed your QC review and is ready for cohort default rate calculation and
decision letter creation, you may route the case back to the Case Worker so that it may be
finalized. To route the case back after a successful QC review, load the Case Details page.
Click on the “Review Complete” button located at the top right of the page.

The case will be placed in “Caseworker Decision Review” status, enabling the Case Worker to
enter revised CDR calculations and generate a decision letter.
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18.3 Finalizing the NDA (Case Worker)

When a NDA has successfully completed QC review, it is ready to be updated with recalculated
cohort default rate data from NSLDS (if applicable) and a decision letter can be generated for the
case.

To continue with these tasks, locate the NDA on the Current Cases page and click on the case ID
number to open the Case Details page (Figure 18-5).

Case Details

Federal Student Aid:99999100 - DEFAULT PREVENTION MANAGEMENT

Print. = Case Detail = Case Details Summary
[ FWD TO CASE MANAGER |

GENERATE DECISION LETTER

Case ;300000 OPEID ;111111 Cohort Default Rate :6/54
Case Type : MDA Cohort Fiscal Year : 2006 Hew Official Percentage : %
Case Status 'Casewarker
Decision Review

Appeal Sanction ; Program Type .FFEL Appeal Outcome ;

Certification | SampleCertification.td
Samplecertification.td

Status Date 03/0452008 Old Official Percentage : %

Hew Humerator.Denominator :/

| REVISED RATE CALCULATIONS

| |Adjustment|d | | SEARCH |[ SHOW ALL ADJUSTMENTS | Advanced Search
ReuestedAdjustments | 1|
Adjustment Id | Borrower Basis of Alleged Error Humber of Effect on Status
- £asis ol ATener tITor Loans Calculation
700000 111001342  Incorrect date entered repayment 1 Case warker review
complete
700001 111009580 Borrower was granted a revised repayment 3 Casewarker review
schedule complete
Showing 1to 2 of 2
Comment ﬂ

| |

| save |[ camceL |

Figure 18-5: Case Details page for a case that has successfully completed a Case Manager QC review

The “Revised Rate Calculations” and “Generate Decision Letter” buttons are now available. In

addition, an option to print the Case Details Summary sheet has become available in the top
right.

Revised Rate Calculations

The case’s numerator and denominator should be input into NSLDS. If applicable, the adjusted
default rate data should be obtained from NSLDS. If the numerator and denominator changes
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call for a CDR re-calculation, then the updated CDR data needs to be manually input into eCDR

Appeals. The eCDR Appeals system will not automatically obtain the updated CDR data from
NSLDS.

To input the updated CDR data into this case, click on the “Revised Rate Calculations” button.
This will load the Revised Rate Calculation page (Figure 18-6).

Revised Rate Calculation
Federal Student Aid:99999100 - DEFAULT PREVYENTION MANAGEMENT

Case 300000 OPEID 111111-UNNERSITY OF 10 Appeal Outcome :
Case Type :NDA Cohort Fiscal Year : 2006 Program Type FFEL
Case Status .Caseworker

s . Status Date :09/04/2008 Appeal Sanction ;
Decision Review
2006 2006 2005 2005 2004 2004
Humerator Denominator Humerator Denominator Humerator Denominator
Original Rates 1] 1] 0 0 0 0
Revised Rates a a ] ] ] ]
Effect on Calculation I I 1] 1] 1] 1]
Humerator Denominator CDR Hon-Averaged CDR
2006 | | | % | %
2005 [ [ | % | %
2004 | [ | % [ %
| save || Back TO cASE |
55N 2006 2006 2005 2005 2004 2004
Humerator Denominator Humerator Denominator Humerator Denominator
111009580 1] 1] 0 0 0 0
111001342 a a ] ] 0 ]
Showing 2 of 2|

Figure 18-6: Revised Rate Calculation page

The Revised Rate Calculation page provides a table of input boxes, allowing you to enter the
updated numerator, denominator, CDR and non-averaged CDR for the current and previous two
cohort years. After entering the updated information, click the “Save” button. This will update
the NDA case file with the new CDR data. To return to the Case Details page without saving
any updates, click the “Back to Case” button.

Note: No information is automatically transmitted between eCDR Appeals and NSLDS. Any
updates in NSLDS must be manually entered into eCDR Appeals. Likewise, any updates to a
case in eCDR Appeals will not carry over to NSLDS. Information entered in eCDR Appeals is
used only for case recordkeeping, not for official NSLDS data entry.
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Decision Letter

Creating a Decision Letter

The eCDR Appeals system can assist with automatically generating a decision letter in PDF
format. To generate a decision letter, click on the “Generate Decision Letter” button on the Case
Details page. This will load a page with several questions (Figure 18-7).

Decision Letter
Please select the options helow:

Fields marked with (*) are required

Iz the schoal an averaged school?
|5 the school currently under sanction?*

Did the schoal lose adjustment or appeal?™

e

Iz the school subject to sanction™

Figure 18-7: Decision Letter questions

Enter the appropriate answers to the questions and click “Submit”. Your answers will be used to
create a template of the letter for you to complete. The basic decision letter template that was
generated based on your answers will be displayed on the next page (Figure 18-8).

Decision Letter
Scheool: UNIVERSITY OF 10, OPEID: 111111

SECTION: Letter Subject (RE)

F 2006 Mew Data Adjustment il
EDIT
SECTION: School Contact Information
Contact Mame: il
Contact Title:

Carparation Hame:
LNVERSITY OF 10
1 mAIM ST

ATLAMTA GA 30301

Figure 18-8: A portion of the Decision Letter page

Version 2.0.1 85 9/16/2008



eCDR Appeals DPM: Finalize NDA
NDA User Guide

The decision letter is broken up into various sections, which can be edited independently of each
other.

Editing a Decision Letter Section

To modify a section of the letter, click on the “Edit” button under that section. This will load a
Section Update page (Figure 18-9) in which you may make any necessary changes.

Decision Letter Section Update
School: UNIVERSITY OF 10, OPEID: 111111

SECTION 1: Introduction

Dear Dr.MriMrs Ms Name, ;I

This letter is official notification that the LS. Depanment of Education (Department) has reviewed your school's fiscal year (FY)
2008 new data adjustment. The Department has concluded that the information provided in this new data adjustment warrants a
rewision{s) to your school's 20042005, andfor 2006 cohort default rateds) calculation. Please note that the adjustment made to
walr schaoal's FY 20068 cohart default rate calculation did not resalt in g change toyour schoal's FY 2006 cohort default rate. The
following is a summary afthe Depatment's review:

Your school alleged that 2 barrower(s) from the FY 2006 cohaort default rate contained incorrect new data. The Department
reviewed the allegation(s) submitted, and determined that no change is warranted for the borrower(s).

Flease printout the Case Details Summary {available an the Case Details page) for a summary ofthe allegations and haw they
affectyour schoaol's cahart defadlt rate calculation. Far information regarding how adding and subtracting loans affect the cohaort
default rate calculation, please referto page 2.1-13 of the Cohort Default Rate Guide.

Figure 18-9: Decision Letter Section Update page

After you are done updating the section, click “Save” to return to the Decision Letter page. If
you wish to return without saving your changes, click “Cancel”.

Resetting a Decision Letter Section

If you wish to reset a section to the default text, click on the “Reset” button under that section.
You will lose any changes you made to the section, and the content will be restored to the
standard template text.

Previewing the Letter

To see how the letter will look as a PDF, click on the “Generate Decision Letter” button at the
bottom of the Decision Letter page. A new window will open, loading the PDF decision letter.
Note that the date will not appear until the letter is finalized.

Forwarding the NDA to a Case Manager

When all changes to the CDR data have been input and the decision letter has been prepared, the
case may be submitted to a Case Manager for final review and closure. On the Case Details
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page, click the “Fwd to Case Manager” button. This will place the case in “Available for Case
Manager Decision Review” status.

18.4 Finalizing the NDA (Case Manager)

The Case Manager decision review is the final stage in the NDA process before the case is
closed. In this stage, the Case Manager does a final QC review of the cohort default rate
calculation data and the decision letter before closing the case.

Reviewing the CDR Calculation

To review the CDR calculation, open the Case Details page for the NDA. Click on the “Revised
Rate Calculations” button. This will load the Revised Rate Calculation page, which displays a
table containing updated CDR data for the institution. You may make any necessary changes to
the CDR data. After updating the CDR data, click on “Save” to store your changes. To return to
the Case Details page without making any changes, click the “Back to Case” button.

Reviewing the Decision Letter

To perform a final review of the decision letter, click on the “Generate Decision Letter” button
on the Case Details page. You may make any necessary changes to the decision letter. Refer to
section 18.3 of this chapter for instructions on how to edit the decision letter. If the letter is
ready to be finalized, click the “Finalize Decision Letter” button.

Note: Once the letter is finalized, it can no longer be modified. Ensure that all the sections are
correct before finalizing.

Returning the Case for Additional Work

If the NDA needs further attention from the Case Worker, it may be returned to the Case Worker
by clicking on the “Back to Case Worker” button on the Case Details page.

Closing the Case

If your QC review of the revised CDR calculations and decision letter is successful, the case can
be closed. To close the case, click on the “Close Case” button at the top right of the Case Details
page. A confirmation page will load, prompting you to verify whether the case should be closed.
To verify, click “Close Case”. To leave the case open, click “Cancel”,

Once the case is closed, an automatic notification will be emailed to the institution and all
affected data managers, informing them that a decision has been made. They will have the
ability to log in to eCDR Appeals to view the closed case and print the decision letter and case
summary.
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19. DATA MANAGER: REVIEW DPM DECISION

19.1 Viewing the Finalized Case

After Federal Student Aid DPM has reviewed and finalized a case, you will receive an email
notification. The case may still be viewed by visiting the Current Cases page, then selecting the
case from the list. At this point, the case can no longer be modified, but you will continue to
have access to view and print the case.

Note: Any changes that were agreed to in the course of the NDA Workflow must also be
manually implemented in NSLDS and/or any other systems of records you may maintain.
Changes and updates to borrower data and loan data within eCDR Appeals will not affect the
original records.
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20. SCHOOL: REVIEW DPM DECISION

20.1 Viewing the Finalized Case

After Federal Student Aid DPM has reviewed and finalized a case, you will receive an email
notification. The case may still be viewed by visiting the Current Cases page, then selecting the
case from the list. At this point, the case can no longer be modified, but you will continue to
have access to view and print the case.

Note: Any changes that were agreed to in the course of the NDA Workflow must also be
manually implemented in NSLDS and/or any other systems of records you may maintain.
Changes and updates to borrower data and loan data within eCDR Appeals will not affect the
original records.
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21. ALL USERS: MISCELLANEOUS FUNCTIONS

This chapter covers functionality in eCDR Appeals that is available to all users, but is not
directly involved in the NDA Workflow.

21.1 Maintaining Your Profile

The eCDR Appeals system maintains two sets of contact information for your organization in
your Profile: the organizational contact information, and your individual contact information.
Both can be viewed and updated by selecting the “Profile” item from the main menu.

Please ensure that your Profile is up-to-date, especially at the beginning of a cohort cycle.

21.2 Printing Case Information

Case Detall

If you need a printed report on one of your cases, open the desired case from the Current Cases
page. At the top right of the Case Details page, there will be a “Print: Detail” link for printing
the case. The detail report provides comprehensive information on the case, all in one easy to
print document.

When you select the “Detail” link, a Portable Document Format (PDF) document will load in a
new window. In order to view this document, you will need the free Adobe Reader software or a
similar application. Once the document loads, you may print it by selecting the print option in
your web browser.

Decision Letter and Case Summary

After Federal Student Aid DPM finalizes and closes a case, two additional print links will
become available at the top right of the Case Details page: a Decision Letter link and a Case
Details Summary link. These links will also open a PDF document in a new window.

Important Note: Since printable reports from eCDR Appeals contain personally identifiable
information, including borrower names, social security numbers and financial information, take
precautions to safeguard any reports you save to your computer or print out. Securely store all
printed reports. Securely dispose of printed reports after they are no longer needed.
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22. DPM: MISCELLANEOUS FUNCTIONS

This chapter covers functionality in eCDR Appeals that is available to Federal Student Aid
DPM, but is not directly involved in the NDA Workflow.

22.1 Cycle Management

Before each cohort cycle, the planned beginning and ending dates of the cycle must be manually
entered into the eCDR Appeals application. Additionally, when a cohort cycle is complete, it
can be closed. Users who have the eCDR Appeals role of Federal Student Aid DPM
Administrator can perform these cycle management tasks.

To access the cycle management functions, select “System Administration” from the main menu
and “Manage Cycle” from the submenu. This will load the Manage Cycle page, presenting you
with two options: Start Cycle and Close Cycle.

Starting a new Cohort Cycle

To begin a new cohort cycle, select “Start Cycle” from the Manage Cycle page. The Start New
Cycle page will load (Figure 22-1).

System Administration
Start New Cycle

Cycle will be created for Cohort Fiscal Year 2006 {current year: 2008)

Please enter the following information:

Fields rmarked with (*) are required
Date fields must be in MDD format

Cyele Typer™ = Dratt © Official
Start Date* |

Planned End Date:* |

LRDR Released Date:* |

Back to Manage le

Figure 22-1: Starting a new cohort cycle

Choose whether the new cycle will be a draft or official cycle. Enter the start date and planned
end date in the provided fields. Enter the LRDR Released Date, which is the date on which
LRDRs were released to schools for this cycle. After you have entered all required information,
select “Save” to create a new cycle. Only one cycle may be created at a time. If there is an
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existing cycle in place already, then an error page will load with a message indicating that a new
cycle could not be created.

Closing a Cohort Cycle

If a cycle needs to be closed on a date other than its original planned end date, select “Close
Cycle” from the Manage Cycle page. The Close Cycle page will load (Figure 22-2).

System Administration

Close Cycle
Select a cycle to close: I 2006:Draft *I

Back to Manane le

Figure 22-2: Closing a cycle

Choose a cycle to close from the dropdown menu and select “Submit”. A new page will load,
displaying information associated with the cycle, and prompting you to enter the end date of the
cycle (Figure 22-3).

System Administration
Close Cycle

To update the Draft Cycle for Cohort Fiscal Year 2006 {current year: 2008), complete the following info:

Date fields must be in MWD DAY format.
Fields marked with *) are required.

Caohort Year: 2006
Cycle Type: Draft

Start Date: 012002008
Flanned End Date: Qar2arz008
LRDR Released Date: 011152008
End Date:™

SAVE
Back to Close Cycle Main

Figure 22-3: Specifying the end date of the cycle

In the “End Date” field, enter the date on which the cohort cycle should be closed, then select the
“Save” button. The system will set the new end date to the one you specified. A confirmation
page will be displayed, indicating that the cycle was closed successfully.
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23. GLOSSARY AND ACRONYMS

Term Definition

DD Default date.

DER Date Entered Repayment. The date on which a borrower begins repayment
on a loan.

DM Data Manager. A DM may be the Direct Loan Servicer, a guaranty agency,
or Federal Student Aid Default Prevention and Management.

DM Code A unique identifier for data managers. Also called the Guarantor/Servicer
Code.

DPM Default Prevention and Management. The division of Federal Student Aid

that deals with cohort default rates and works with data managers.

eCDR Appeals Electronic Cohort Default Rate Appeals. The eCDR Appeals system
permits online filing of cohort default rate appeals cases.

FSA Federal Student Aid.
IDC Incorrect Data Challenge.
LDA Last Date of Attendance. The date on which a student leaves school (either

by graduation or withdrawal).

LHD Less Than Half Time Date. The date on which a student’s enrollment drops
below half-time.

LRDR Loan Record Detail Report. A LRDR details loans and borrowers for a
given OPEID and cohort cycle. It contains information on loans that were
used to calculate a school’s cohort default rate.

NDA New Data Adjustment.

NSLDS National Student Loan Data System. The database used to store federal
student loan information.

OPEID Office of Postsecondary Education Identifier. Each institution (school) has
its own unique OPEID.

UDA Uncorrected Data Adjustment.

Version 2.0.1 93 9/16/2008




eCDR Appeals Status Codes
NDA User Guide

24. STATUS CODES

24.1 Case Status Codes

Table 24-1 lists status codes that a case may have. These status codes apply to the case as a
whole. Adjustments within a case have their own status codes (see Section 24.2, “Adjustment
Status Codes”).

Status Code Description

AWATITING_LRDR A school has initiated a new case, but Federal
Student Aid has not yet loaded the LRDR
information into the eCDR Appeals system. While a
case is in AWAITING_LRDR status, the countdown to
the case submission deadline is suspended.

BEING_PREPARED A school is in the process of preparing their case.

DATA_MANAGER_REVIEW The school has submitted the case, and data
managers affected by the case are now reviewing
their adjustments within the case. The case remains
in this status until all data managers respond.

ALL_DM_S_RESPONDED All data managers affected by the case have
responded to their adjustments.

FSA_REVIEW The case is available for review by Federal Student
Aid, but it has not yet been assigned to a Case
Worker.

CASE_WORKER_REVIEW A Federal Student Aid Case Worker has been

assigned to review the case.

AVAILABLE_FOR_CASE_MANAGER_REVIEW | The Federal Student Aid Case Worker has completed
review of the case and has forwarded the case to a
Federal Student Aid Case Manager.

CASE_MANAGER_REVIEW A Federal Student Aid Case Manager is reviewing
the case.

CLOSED The Federal Student Aid Case Manager has finalized
the case.

REJECTED The case was submitted past the deadline, and thus

was rejected.

Table 24-1: Case status codes
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Status Codes

24.2 Adjustment Status Codes
Table 24-2 lists status codes that an adjustment may have.

Status Code Description
CREATED A school has created an adjustment within their
case.
SUBMITTED The case that contains this adjustment has been
submitted for data manager review.
DM_REVIEW

The data manager affected by this adjustment is
currently reviewing the case.

ADDT IONAL_DATA_REQUESTED_FROM_SCHOOL

The data manager affected by this adjustment has
requested more information from the school.

ADDT IONAL_DATA_RETURNED_FROM_SCHOOL

The school has responded to the data manager’s
information request.

DM_RESPONDED

The data manager affected by this adjustment has
responded to the adjustment.

CLARIFICATION_REQUESTED

The school has requested clarification from the
data manager affected by this adjustment
regarding their response.

CLARIFICATION_PROVIDED

The data manager has responded to the school’s
clarification request.

AVAILABLE_FOR_CASE_WORKER_REVIEW

All data managers have responded to the case,
and the case (along with its adjustments) are now
available for Federal Student Aid review.

IN_CASE_WORKER_REVIEW

Federal Student Aid is reviewing the case,
including its adjustments.

ADDTIONAL_DATA_REQUESTED_FROM_DM

Federal Student Aid has requested more
information from the data manager affected by
this adjustment.

ADDTIONAL_DATA_RETURNED_FROM_DM

The data manager has responded to Federal
Student Aid’s information request.

CASE_WORKER_REVIEW_COMPLETE

Federal Student Aid has completed their review
of this adjustment.

CLOSED

The case (along with its adjustments) has been
finalized.
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Status Code

Status Codes

Description

REJECTED

thus was rejected.

The case was submitted past the deadline, and

Table 24-2: Adjustment status codes
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